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ABSTRACT 

The handbooks in the Office of Education State 
Educational Records and Reports series have been designed to 
facilitate the collection and maintenance of data for decisionmaking 
at the local level and the reporting of educational Information to 
others. Described first in this publication is a program structure 
for a local education agency which combines vith the information in 
the handbook series to form the basis for development of the program 
aspects of an educatioral information system. The author then 
considers some of the general factors involved in organizing and 
using a staff information subsystem, and provides a list of data 
elements about staff members, organized into a detailed 
classification structure. Definitions for these data elements are 
provided in a subsequent section. The closing chapter defines some 
useful staff measures and suggests examples of ratios, rates, and 
quantitative units. (Author) 
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FOREWORD 



The ravlilon of Hindbook IV, Staff Accounting Clmlfle§tions »nd Standard Tarmh 
nology for Local and Stata School Syatamt, ii the result of the cooperetive effort of 
the U.S. Office of Education (OE), e netional advisory committee, and regional con- 
ference participants throughout the Nation. These groups working together hiave 
produced da»ifications, definitions, and coding schemes for the data element! about 
staff members necessary to Msist administrative decisionmaking. The revision of 
Handbook IV places special emphasis upon the umt of staff information In local 
education agencies and, in particular, upon the relationship of the staff file to the system 
files in the other handbooks of this series. 

This is a revision of the fourth handbook in the original State Educational Records and 
Reports (SERR) series. Handbook I, Tha Common Cora of Stata Educational 
Information, was published by the Office of Education in 1963. Handbook II, Financial 
Accounting for Local and Stata School Syatams, was completed in 1957 and revised in 
1973. Handbook III, Proparty Accounting for Local and Stata School Syttami, was 
published in 1969. The original version of Handbook IV, published in 1965, was 
developed concurrently with Handbook V, Pupil Accounting for Local and Stata School 
Syttami, completed in 1964. The latter is also currently being revised. Handbook VI, 
Standard Tarmlnology for Curriculum and Instruction In Local and State School Syatamt, 
and Handbook VII, Tha Stata Education Agancy, were published in 1970 and 1971. 
respectively. 
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Chapter 1 



OVERVIEW OF HANDBOOK IV 



The purpose of this chapter is to acquaint the LEA 
administrator with the purpose, scope, structure, and 
usefulness of this handbook. It is a macroscopic view 
of the contents. More specific details are presented in 
th9 following chapter. 

The design is to move the reader sequentially from 
this overview to a more detailed discussion of the uses 
of staff information and then to the actual classifica- 
tion of data elements-developing along the way an 
understanding of the processes involved. This progres- 
sion should (1) conserve the reader's time by directing 
attention to those areas which meet his or her needs, 
and (2) enhance the usefulness and comprehensibility 
of the handbook. 

The handbook identifies, defines, and organizes 
pertinent staff data into a classification structure and 
explains how the classification structure can be used 
for administrative decisionmaking in the local educa* 
tion agency (LEA.)^ The handbook covers information 
about staff members in both public and nonpublic 
educational institutions, including elementary, middle/ 
junior high, and high schools, vocational-technical 
schools, and special education and adult/continuing 
education learning centers. 

INFORMATION NEEDS OF THE LOCAL 
EDUCATION AGENCY 

Information about staff is a primary educational 
resource basic to the management of LEA's and to 
education throughout the country. Since data should 
be organized to be usable, the administrator and other 
LEA officials must have a basis for devetoping a system 
to accumulate data about staff members, their charac- 
teristics, activities, assignments, and services. This 
requires standardized and up-to-date terminology. 

> Handbook IV dealt only with staff mambers of tha LEA; 
Stata aducation agancy staff data are dealt with in Handbook 
VII, Th9 Stare Education Agency. 



classified and codified to fit into a modern information 
system. The data also must be comparable to data from 
other LEA'S if administrators expect to communicate 
among themselves and fulfill State and Federal report- 
ing requirements. 

Figure 1 depicts the importance of staff information 
to the LEA in terms of its needs and its management 
challenges. In addition to the reporting and manage- 
ment planning needs already mentioned, an administra- 
tor is confronted with requests from community and 
local governmental groups for various types of informa- 
tion, such as pupil-teacher ratios and racial balances. 
He has the obligation to maintain personnel data for 
tax and retirement purposes as well as for transfers, 
promotions, and references. In order to compute 
manpower and fiscal requirements for the coming 
years, an administrator must have current and accurate 
data on the numbers and various competencies of staff 
numbers employed by the LEA. Requests from em- 
ployee organizations for salary, contract, and related 
employment data are increasing, along with demands 
from concerned citizens to know exactly, where and 
how education dollars are being spent. These and 
numerous other demands placed upon the LEA admin- 
istrator necessitate a large volume of data on all aspects 
of the LEA, especially on staff. 

The basic purpose of Handbook IV is to provide a 
means and a framework for the accumulation of 
necessary data about staff nrwmbers. The handbook is 
intended only as a guide; the ultimate decisions 
regarding to what extent staff data should be collected, 
how the collected data should be maintained, and how 
many of the suggested processes should be imple- 
mented rest with local officials. 

The revision of Handbook IV should be of greater use 
to school officials than its predecessor. In addition to 
serving, as did the original version, as a means for improv- 
ing standard terminology for reporting, the revision is 
designed to assist LEA's in accumulating data elements 
in a manner suitable for administrative decisionmaking. 
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STRUCTURE OF THE HANDBOOK 

The rest of this chapter will describe the basic 
structure of the remainder of the handbook, which 
includes: 

Chapter 2 • The Interrelationships Among the Hand- 
books in the Series 

Chapter 3 • Description of Handbook IV 

Chapter 4 - Classification of Staff Data 

Chapter 5 • Definitions of Data Elements in the 
Classification Structure 

Chapter 6 - Units of Measure 

Appendix A • U.S. Office of Education Publications 
(Other Than the SERR Series) Refer- 
enced in This Handbook 

Appendix B • Examples of Criteria for Evaluation of 
Staff Member's Job Performance 

Appendix C - Glossary 

Appendix D - Afterword 

Appendix E - Acknowledgments 

Chapter 2 - The Interrelationships Among 
the Handbooks in the Series 

The handbooks in the Office of Education State 
Educational Records and Reports series (identified in 
the foreword) have been designed to facilitate the 
collection and maintenance of data for decisionmaking 
at the local level and the reporting of educational 
information to other sers. Chapter 2 describes a 
program structure for a local education agency which 
combines with the information in the handbook series 
to form the basis for development of the program 
aspects of an educational information system. The 
interrelationshios among the handbooks also provide 
common terms and descriptions for use among educa- 
tional agencies involved in the planning, operation, and 
evaluation of educational programs. 

The classification of staff data in Handbook IV is an 
integral part of the interface among the handbooks; 
this interface is developed according to the LEA 
program structure. 

Chapter 3 - Description of Handbook IV 

Chapter 3 considers some of the general factors 
involved in organizing and using a staff information 
subsystem. 

The staff handbook is structured to provide (1) for 
the accumulation and accession of items of informa- 
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tion about staff in two or three interrelated files 
(permanent, assignment, and payroll) and (2) a cate- 
gorized and coded list of data items for reference 
purposes. In order to obtain meaningful information 
from these individual data elements, it is necessary to 
interrelate elements from the following nine data 
dimensions: 

• Personal and Health Information 

• Education and Experience 

• Job Classification and Activity Assignment 

• Function and Program Assignment 

• Subject Matter Area 

• Conditions of Current Assignment 

• Current Employment 

• Career Development 

• Separation 

To make use of the staff data described in the 
handbook, an LEA must accumulate the data and 
develop some sort of easily accessible file or informa- 
tion storage system. One poisible system for staff files 
is suggested in chapter 3; it includes three types of files 
for each staff member: 

• Permanent File. For staff data that seldom or 
never change; 

• Permanent File (Short Form). A brief synopsis of 
data which is kept after it is no longer necessary 
to maintain all the data in the Permanent File; 

• Current Operating Files. For data which are likely 
to change. Among the files falling into this 
category would be the Payroll File (for data 
necessary to support the payroll system and to 
generate related reports) and the Assignment File 
(for data relative to the staff member's current 
assignment). 

The functioning of the staff files is illustrated 
through three examples of administrative processes: 
promotion and internal transfer, employment, and 
separation due to resignation. 

Finally, the use of the files in the reporting process 
is demonstrated through the generation of several 
sample staffing reports from the LEA administration to 
the local board of education and the State education 
agency (SEA). 

Chapter 4 - Classification of Staff Data 

Chapter 4 contains the list of data elements about 
staff members, organized into a detailed classification 



structure. The interrelationship of the data elements 
within the nine major dimensions produces the infor- 
mation necessary for reporting and staff administration 
processes. In addition, the standardized terminology is 
the basis for interrelating data from the other hand- 
boolcs into a program structure. 

Chaptsr 6 - Definitions of Data Elamanti in 
the Clasiif ication Structure 

Chapter 5 provides the same classification structure 
as chapter 4 but includes definitions for the data 
elements. 

Chaptar 6 - Units of Measure 

This chapter defines some useful staff measures and 
suggests examples of ratios, rates, and quantitative 
units. 

Appendixes 

Appendix A contains references for coding degrees, 



higher education institutions, and other elements relat- 
ing to staff. Sample criteria for evaluating staff 
member's job performances are included in appendix 
B. Appendix C contains a glossary of the most 
prominent terms in the handbook plus others in the 
handbook series having revelance for staff administra- 
tion. Appendix D describes the development of the 
handbook and appendix E acknowledges most of the 
individuals who contributed to its producdon. 

Educators have long recognized that two funda- 
nrwntal elements essential to meaningful evaluation of 
the education process are a common language and a 
basis on which to develop a system to communicate 
information. Handbook IV, in conjunction with the 
other handbooks in the SERR series, attempts to 
provide these fundanwntal elements. However, it is 
only with cooperation and action by State, local, and 
Federal education agency administrators and officials 
that such a system gan be established and used to the 
greatest advantage. 
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Chapter 2 



THE INTERRELATIONSHIPS AMONG 
THE HANDBOOKS IN THE SERIES 



RATIONALE OF THE HANDBOOK SERIES 

The data elements in the OE State Educational 
Records and Reports (SERR) series are identified and 
classified according to the LEA program structure 
illustrated In figure 2. This structure represents the 
hierarchical organization of program elements within 
the LEA; it is, therefore, a logical framework for 
planning, reporting, and management decisionmaking. 

In total, the program structure should be a graphic 
picture of how an LEA operates with prototype 
groupings of activities, functions, and programs. At the 
top of the pyramid is the LEA with its responsibility to 
provide education to the community. The basic educa- 
tional function is divided into "Instruction," the 
"Supporting Services" necessary to provide this in- 
struction, and "Community Services," such as recrea- 
tion and library facilities. 

In developing the program structure further, the 
"Instructional Services" function is divided into three 
major categories: "Regular Programs," "Special Pro- 
grams" (for pupils with exceptionalities), and "Adult/ 
Continuing Education Programs" (for adults and young 
people who have accepted adult roles in life). 

The "Regular Program" area is the one into which 
most of the instructional functions of the LEA are 
directed, since the majority of students fall «nto this 
category. "Regular Program" instruction typically is 
divided into three groups of programs: "Elementary 
Programs," "Middle/ Junior High Programs," and "High 
School Programs," which correspond to the three basic 
organizational levels of education. These three basic 
levels may be further divided into broad goals and 
objectives such as "Intellectual Skills Development," 
"Understanding the Environment," "Personal Develop- 



ment," and "Exploratory Studies." These may be 
subdivided further into subject matter areas (e.g., 
"Science"), and then into courses and units, such as 
"Chemistry," "Physics," "Biology," etc. 

Figure 2 represents only the first few levels possible 
in the program structure. Under each major dimension 
of the structure there are several program areas; each 
program area can be divided into nrwre specialized areas 
or programs. The overall program structure, then, 
pyramid; all types of information about the LEA, 
starting with the broadest dimensions and ending with 
a vast number of possible subclassifications for service 
projects and specific courses of instruction. 

This complex branching of information expands to 
encompass data on school finance, pupils, facilities, 
curriculum, community programs, and many other 
LEA-related areas. It is at this point that the OE 
handbook series interfaces with the LEA program 
structure (figure 2). 

INTERRELATIONSHIPS AMONG 
THE HANDBOOKS 

Educators are aware that school administrators need 
information about property, school finance, pupils, 
curriculum, and staff to carry out their planning and 
decisionmaking responsibilities. They have recognized 
also the usefulness of this LEA program structure in 
collecting and classifying these data elements* The 
handbooks have therefore been developed to help 
administrators collect and organize such essential infor- 
mation about LEA'S. The ordering of this information 
into a uniform classification structure is made possible 
by combining, through the medium of the handbooks, 
the different types of data collected. 
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The diagram below illustrates the Interrelationships 
among the handbooks which, In turn, support the goal 
of the program structure: organized, consistent man- 
agement information. 

HMidbooki: 



FINANCIAL 
ACCTG. 



III. 

PROPERTY 
ACCTG. 



IV. 
STAFF 
ACCTG. 



V. 
PUPIL 
ACCTG. 



Major 
Components 
of 

Organized 

Educational 

Infcrmation 



VI. 

CURRICULUM 
and 

INSTRUCTION! 



Each handbook contains specific data elements 
required for management effectiveness and account- 
ability within an LEA as well as for evaluation of the 
entire educational process in elementary and secondary 
schools. Major linkages can be developed among the 
handbooks where the LEA has implemented handbook 
guidelines for information processes. 

Figure 3 shows how some of the data of the various 
handbooks can be matched to develop information 
important to the administration of an LEA. The single 
most important bond is the common dimension of 
"Function and Program Assignment" (the D series in 



this handbook) shared by Handbooks II, IV, V, and VI. 
Pupil, cost, and staff data all merge in the program 
area. The function of "Instruction" (D1000), the 
point at which data on pupils recieving instruction, the 
cost of providing the instruction, the staff memberi 
who instruct, and the curriculum in which pupils are 
involved merge into Informtion about the way She 
LEA provides instruction. Such information is the 
beginning of systems development *or the LEA. 

Expanding upon this function/program base, the 
local administrator can develop other data linkages 
between other common dimensions of the handbooks. 
Each staff member whose current activity assignment 
invowes instruction is categorized into one or more of 
the broad goals and objectives of the 22 subject matter 
areas (e.g., "Agriculture," "Science") or cocurricular 
activities delineated in chapter 5 of Handbook VI. 
Therefore, this same series in Handbook IV forms a 
bond between staff data and curriculum data. Salary 
data, as part of the Current Employment dimension of 
this handbook, ties into the overall salary isaiegory 
under Object of Expmst in Handbook II. The physical 
location of an assignment is generally identified in 
Handbook IV, and more specifically in Handbook III, 
in terms of the build.ng and room in which the 
assignment is performed. If carried to s greater dagree 
of detail, these common location elements can couple 
staff data to property accounting data and subse- 
quently link the staff member to a group of leprners in 
a space or classroom. 

The function of the OE handbooks in establishing, 
through data lirkages, a basis for an LEA management 
information system is one of many uses of the series. 
Equally important to the LEA administrator are the 
guidelines for data collection, reporting, and decision- 
making which each handbook provides. Chapter 3 
provides a discussion of how staff data should be 
collected and organized and how the data can be uaad 
in practical, day-to-day itaff administrative processes 
and reporting. 
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Chapttr 3 



DESCRIPTION OF HANDBOOK IV 



Some of the factors Involved In the development 
and use of staff Information are considered In this 
chapter. It Includes discussion of the need for staff 
Information, a description of the way this handbook Is 
organized, and a discussion of the handbook's use In 
relation to staff files, decisionmaking, and reporting. 

Educators have long recognized the need for a 
common language to be used In the planning, opera- 
tion, and evaluation of educational programs. In 
addition. It is essential that educational organizations 
be aware of the status of their resources. Staff, the 
primary resource of an educational system, cannot be 
quantified or evaluated accurately using an Inadequate 
or underdeveloped systom of data elements, especially 
with the emergence of progressively more complex and 
sophisticated LEA's. 

ORGANIZATION OF THE HANDBOOK 

This handbook has been organized around nine 
broad data dimensions which form a classification 
structure for the accumulation of data about staff 
members and their employment relationship with the 
LEA. These dimensions (which are listed In chapter 4 
and defined In chapter 6) Include: 

A. Peraoftal and Health Information 

The A series provides a reference source from which 
detailed data pertaining to o staff member's address, 
health, and vital statistics can be extracted. Data of this 
type provide fairly permanent Inforration which does 
not vary significantly from year to year. 

B. Education and Exparianoa 

The dota In the B series describe the staff, member's 
formal education, credentials, Inservlce and other 
training, prior employment, and other experiences re- 
lated to his or her job qualifications. The categories on 
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education, credentials, and training are designed to ba 
cumulative as the staff member continues his or her 
education or completes additional training; however, 
the data on prtor work experience would not change. 

C. Job Clauifieation and Activity Aisignment 

The C series provides two types of data concerning 
the nature of the job aulgned to the staff member; 

(1) Classification of the staff member's assignment 
into a job class requiring any of the following 
types of skills: 

• "Offlclal/Admlnlstratlve" 

• "Profeulonal-Educatlonal" 

• "Profeulonal-Other" 

• 'Technical" 

• "Office/Clerical" 

• "Crafts and Trades" 

• "Operative" 

• "Laborer" 

• "SewlceWork" 

(2) ClaMlficatlon of the staff member's assignment 
to the specific tasks and activities commensurate 
with auigned responsibilities. This is referred to 
as an "activity assignment"; examples of activity 
assignments are "Accounting," "Evaluating," 
•Teaching," etc. (Activity assignments always 
refer to the staff member's aulgned job and not 
to the Individual's personal qualifications. 

D. Function and Program Asilgnmant 

The D series (taken from Handbook II) provldas 
detailed data regirding the nature of the function and 
program or support service to which the staff member 
has been assigned. The data In this section, unlike thoia 
in "Personal and Health Information," can vary with 



changes in assignment and thus may change signifi- 
cantly for a staff number from year to year or over a 
shorter time interval. 

E. Subject Matter ATM 

The E series identifies the 22 major subject matter 
areas (taken from Handbook VI) into which the 
"Instructional" function can be categorized. Staff 
members with "Teaching" assignments can be grouped 
under one or more of these subject areas. 

F. Conditions of Current Assignment 

The F series provides several types of data describ- 
ing the staff member's current assignment in relation to 
the organizational structure of the LEA. These data 
include the work location and actual scheduled hours 
of the staff member's assignment. The data also 
indicate the scope of the staff member's assignment 
(e.g., systemwide or within a single school) and the 
duration of the assignment in relation to the number of 
school terms in the school year. 

Q. Currant Employmont 

The G series describes the conditions pertaining to 
the employment relationship between the staff mem- 
ber and the LEA. It includes data on probationary, 
temporary, or tenure status, contractual status, condi- 
tions of employment, salary, insurance, means of 
Introducton to the LEA, retirement, leaves of absence, 
and full-time/part-time status. 

H. Career OevelopnMnt 

The H series provides data pertaining to the staff 
number's performance evaluation, potential for ad- 
vancement, and career development needs. These data 
give the administrator a reasonably substantial founda- 
tion of information for an objective appraisal of 
performance; they should also assist the administrator 
in selecting programs and activities to enhance the staff 
member's development. 

I. Separation 

The I series describes the conditions and circum- 
stances und^r which the staff member and the LEA 
sever their employment relationship. Although separa- 

10 



tion is generally designated as "voluntary" or "involun- 
tary," subclassifications are useful in determining 
overall patterns in staff turnover and, hence, in 
planning. 

The separation action also contains information as 
to whether the staff member is eligible for reemploy- 
ment by the LEA. 

Assembly of Data into Information 

in order for information to be usable to an LEA 
administrator, the data elements in ths classification 
structure cannot be regarded as isolated units; data 
from two or more dimensions must be combined into a 
relationship. For example, it is necessary to combine 
the C and D series to identify the staff member's 
current assignment-what job he or she performs and in 
what program. Both data components are essential to 
produce information since the C series is a grouping of 
generic activities performed within an LEA, and the D 
series deals with specific functions and programs to 
which these activities must be related. It is not 
sufficient to know that a staff member has a "Fore- 
man" auignment (C1006) in the "Official/Administra- 
tive" job classification, without knowing whether (in 
this example) he or she works in "Building Acquisi- 
tion, Construction, and Improvement Services" 
(D2535) or "Care and Upkeep of Grounds Services" 
(D2543). Conversely, data which show only that a staff 
member is in "Public Information Services" (D2633) 
would not reveal if he or she is sen/ing as a "Public 
Relations Expert" (C3020), a "Clerk" (C5002), or a 
"Graphic Artist" (C4004). The combination of single 
data elements from the two series results in informa- 
tion about the staff member's assignment. 

"Scope of Assignment" (F1 100) is a necessary third 
dimension in pinpointing a staff member's auignment, 
since it reveals not only the LEA level and location at 
which each assignment is performed but, in some cases, 
the level of responsibility and timing of activities. For 
example, scope will identify whether a staff member 
with a "Supervising/Managing/Directing" assignment 
(CI 010) in "Fiscal Services" (D2520) has responsi- 
bility for a single school or for the entire LEA. In 
addition, the scope dimension records itinerant assign- 
ments (e.g., an audiologist or psychometrist), where 
the staff member works on a regular basis in more than 
one school, and also records the number of pupils 
served per day and per week. 

Another basic data relationship is that between 
"Subject Matter Area" (E series) and the "Instruction" 
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function (D1000). When combined with those activity 
assignments related to teaching (e.g., 'Teaching," 
"Teaching Intern," "Student-Teaching," "Teaching 
Aide," and 'Teaching Assistant" assignments), these 
data elements provide information about the specific 
subiect(s) a staff member teaches or helps to teach. 

These elementary relationships provide ways of 
relating staff data, ranging from a simple system in 
which duplicate records are placed in separate files, to 
a sophisticated electronic system capable of sorting 
through, choosing, and assembling many individual 
elemente. Given these dimensions, therefore, it is 
possible for an administrator to combine the data 
elmenu in as many different ways as are needed. It is 
possible, for example, to obtain the number of staff 
members in the job classifications of "Official/ 
Administrative" through "Professional-Other" 
(C1000-C3000) who are not eligible for the retirement 
program, or the salary ranges of staff members broken 
down by ethnic group, or a list (for planning pur- 
poses) of all staff members who are certificated to 
teach in itwre than one subject matter area but who 
currently teach in only one. The classification structure 
in this handbook provides the means for collecting and 
organizing individual data elements which when com- 
bined into functional relationships, produce staff in- 
formation for decisionmaking. 

Definition of a Staff Member 

The term staff member is defined, for the purposes 
of this handbook, as a person whose relationship with 
the local education agency meete the following criteria: 

• The person, under the direction of the LEA, 
performs activities or provides services for the 
LEA. 

• The person is either compensated for such serv- 
ices by the LEA and is considered an employee 
for the purpose of worknwn's compensation 
coverage, the Federal Insurance Contribution Act 
(PICA), and wage or salary tax withholdings; or 
the person performs such serivces on a volunteer, 
uncompensated basis. (The LEA should collect 
the same data-depending upon the assignment- 
about every employee, whether paid or unpaid.) 

Personnel who do not meet the above criteria 
occasionally must be included in reports to govern- 
mental agencies and departments. These are usually 
persons who are performing services for the LEA while 



maintaining an employment relationship with a third 
party, such as a building contractor or a food service 
contractor. Normally, reports should specify whether 
persons in this latter category are to be included in the 
report responses. In addition, depending upon State 
and Federal regulations, the LEA may have the 
responsibility to see that the third party maintains data 
on iu employees similar to staff data collected by the 
LEA. 

USE OF THE HANDBOOK 

In order to use effectively the classification struc- 
ture of data elements described in this handbook, an 
LEA must develop some sort of file or information 
maintenance system. Although this system may vary in 
form and may involve a variety of mechanical devices 
or equipment, it should be designed and operated to 
conform to at least the general criteria listed below. 
Local education agencies should attempt, wherever 
possible, to further refine or to supplement the 
following criteria in accordance with their own particu- 
lar needs and constraints: 

(\) The staff files should be designed to provide 
Information for use In both: 

• the daily personnel administration process, 
including identification of candidates for 

staff needs, and 

• reporting and data summarization 

The LEA should avoid duplicate files, wherever 
possible, for each of the above purposes. 

(2) The staff files should be designed to store only 
enough Information for a reasonable anticipa- 
tion of operating and reporting needs. A com- 
mon tendency is to design the files to store an 
excessive amount of minutiae which will require 
more than a reasonable amount of maintenance. 
On the other hand, the files should have a 
sufficiently broad data base to avoid unneces- 
sary and costly gathering of data from sources 
other than the staff files. 

(3) The stiff files should be acilffned to facilitate 
their own maintenance and updating, regardless 
of their form. Forms and records which permit 
easy deletion of outdated data and easy ad- 
dition of current data are preferable to forms 
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and records which must be replaced each time a 
change takes place. 

(4) Specific responsibility should be assigned for 
maintenance of the staff files, and a fairly rigid 
schedule of nnaintenance should be established. 

(5) Guidelines should be established, in writing, 
detailing the conditions under which informa- 
tion from the files may be used (i.e., who may 
extract and use information, what may be 
extracted, when, and to what purpose). The 
guidelines should outline specifically what in- 
formation can be obtained with or without the 
superintendent's approval and with or without 
the staff nr)ember's approval. The guidelines 
should also cover reproduction of file informa- 
tion. It is extremely important that these 
guidelines be established in accordance with 
local, State, and Federal laws and court deci- 
sions pertaining to information confidentiality. 

Use of Staff Files 

One method of developing staff files is described 
below for a hypothetical LEA (with approximately 
450 staff members) using a manually recorded system. 
The system consists of the following basic, interrelated 
files for each staff member. (The data elements shown 
within each file are only suggested; in actual use, they 
should be expanded or reduced to fit the needs of the 
local administrator.) 

• Permanent F/7e-This file records and maintains 
the permanent and updated data about the staff 
member during his employment. The kinds of data 
found in the Permanent File are illustrated in figure 4; 
the code numbers refer to the data element classifica- 
tion structure in chapter 4. 

The file for this hypothetical LEA was designed 
around the nine data dimensions previously described, 
allowing for flexibility in its format so that an 
expandable number of entries might be made under 
each category. In addition, as any of the staff 
member's assignments, qualifications, or performance 
evaluations change or are updated, the old data are 
transferred from the Assignnfient File to the Permanent 
File to give a cumulative history of the staff member's 
employment. 

• Permanent File (Short Formj-^TMs file synop- 



sizes the few most basic elements of data regarding the 
staff member and retains these data Indefinitely. 
Examples of such data Include: 

-Legal Name (All 10) 

-Employnrwnt Date (G1200) 

-Social Security Number (A1130) 

-Address at Separation (A31 10) 

-Last Activity Assignment (C Series) 

-Last Function and Program Assignment (D Series) 

-Type of Separation (1 1000) 

-Eligibility for Reemployment (13000) 

-Date of Separation (14000) 

-Final Salary (G2100) 

• Current Operating F//«$-These files contain data 
which are likely to change. Because changes will relate 
nrwst often to the staff member's assignments and 
because assignments ^constitute a great proportion of 
the data reported to local. State, and Federal agencies, 
current operating files are the basic resource available 
to the superintendent in making decisions and pre- 
paring such reports. The Assignment File and the 
Payroll File represent two examples of frequently used 
current operating files. 

• Assignment F/Ze-Since this file (figure 5) is 
essentially "assignment oriented," it maintains some of 
the same data on the staff member's qualifications as 
the Permanent File. In addition, the Assignment File 
itself may be maintained in more than one place; a 
copy may be kept by the staff member's immediate 
supervisor as well as in the central office with all other 
files. This maintenance of data in more than one place 
is justified because qualifications data, in particular, are 
useful to supervisors in managenfwnt. It not only is 
Invaluable as a resource providing data and information 
for reporting purposes, but also provides succinct data 
for evaluating staff member's qualifications and per- 
formance in light of present and future staff require- 
ments. The file also sen/es as a locator since it includes 
specific data on each staff member's work location. 

The Assignment File is designed to maximize 
flexibility and to reduce the effort required for its 
maintenance. As elements become outdated or change, 
they are transferred to the Permanent File. Also, the 
Assignnient File normally should be used to update a 
staff nf)ember's Permanent File at the time of his 
separation. 

e Payroll F/te-This file maintains all the data 
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necessary to prepare the staff member's paycheck or 
voucher each payroll period and also provides data for 
reports and summaries. The Payroll File combines both 
permanent and current data and Is designed, as much as 
possible, around the nine data dimensions in the 
classification structure. Because of the relationship of 
this particular file to payroll operations, however, it 
contains certain additional quantitative data not re- 
quired within the nine dimensions of data, such as 
cumulative deductions and earnings and amount of 
leave accrued. 

A copy of the last Payroll File should become part 
of the Permanent File at the time of the staff member's 
separation. 

A sample design of the Payroll File is presented in 
figure 6. 

SAMPLE STAFF ADMINISTRATIVE 
PROCESSES 

This section of the chapter is concerned with (1) 
how the staff files just discussed are used in daily 
administrative processes, and (2) how data flow into 
the files and are extracted when needed. (A later 
section of this chapter discusses how these files help to 
generate information for staffing reports.) 

The following common administrative prcwsses are 
given as examples of the uses of the staff files; 

• the promotion and internal transfer process 

• the teacher employment process 

• separation due to resignation 

The basic steps of each administrative process are 
flowcharted in figures 7, 8, and 9. The figures illustrate 
the flow of both action and information and the 
persons or organizations involved in the processes. 
When data elements are either collected or stored in a 
file during a process, the key elements are listed below 
the appropriate step. The position in which the 
decision is made in a sample process does not neces 
sarily represent the hierarchical structure of decision- 
making in each LEA. In many LEAs, the person who 
makes staff decisions is the superintendent; in others, it 
is the principal or personnel officer; and in some LEAs, 
these administrators form a team in making staff 
decisions. 

Sample Promotion and Internal Transfer Procest- 
Figure 7 describes the promotion and internal transfer 
process of a staff member within a hypothetical LEA. 



The left vertical axis shows the persons and organiza- 
tions who contribute most frequently to this process. 
In this example, the principal of a school initiates the 
process by forwarding a written request to fill a vacant 
position to the superintendent (or his desii/iated 
representative) for approval. (Some of the data which 
♦he principal might supply the superintendent about 
the job are listed below the block labeled "Request for 
Staff Member.") 

In this situation, the personnel officer sends a notice 
of the vacancy to LEA staff members to determine If 
any member is interested in filling the vacancy. For 
some staff members, the move would involve a 
promotion; for others, a lateral transfer of position 
would be necessary. 

As a result of interest expressed by several staff 
members, the superintendent asks the personnel officer 
to determine whether their backgrounds and qualifica- 
tions generally conform to the requirements of the 
position. The personnel officer refers to the Assign- 
ment Files of the staff members in making this 
analysis. 

If no staff members are interested in the position, 
the superintendent may request that the personnel 
officer search the Assignment Files to discover if there 
are any staff members with applicable backgrounds. If 
some members do have the appropriate background, 
the superintendent may decide to discuss with them 
the possible advantages to be gained by accepting the 
assignment. Finally, if the superintendent selects from 
among those staff members, he obtains approval from 
the board of education and initiates feedback as shown 
in the employment process. In this instance, however, 
any appropriate assignment changes must also be 
posted to the staff member's Assignment and Payroll 
Files. 

Sample Teacher Employment Pro(»»-Figure 8 
illustrates the employment process for a teaching 
position within the same hypothetical LEA. The 
assumption is made that the process described above 
already has been completed, and no current staff 
members are interested in and/or qualified for the 
teaching position. As In the promotion and internal 
transfer process, the principal forwards a request for an 
additional staff member through the personnel officer 
to the superintendent for approval. In making his 
decision, the superintendent may consider anticipated 
growth in student enrollment, the need for develop- 
ment of additional programs and services, and the 
capability of present staff members to absorb this 



ERIC 




17 



additional assignment within the contralnts of their 
present workloads. 

The LEA, through the personnel officer in this 
example, notifies all potential sources of candidates for 
the position, with particular emphasis on teacher 
education institutions and teachers' associations. The 
notice includes the skills required and the program 
description of vacancy which are defined in the data 
elements from the ''Job Classification" and "Activity 
Assignment" series and "Function and Program Assign- 
ment" series. As a result of this notification, the LEA 
receives applications from several candidates who are 
interested in and qualified for the opening. They are 
screened to five who, in turn, are interviewed. 

As a result of the interviews, the personnel officer 
chooses the top three candkiates, and requests a 
certification verification as well as a reference check on 
each of them. The personnel officer forwards the 
appropriate forms to the State education agency for 
oertificatton verificatton, while each of the past em- 
ployers of the candkiates teceives a request for work 
references. These references and verifk:ation$ are re- 
ceivui by the personnel officer who evaluates them. 

The decision is made ultimately to hire one of the 
candidates. Upon the candidate's acceptance of the Job 
offer, the superintendent recommends a candidate to 
the board of education and notifies several key 
persons, including the personnel officer and the princi- 
pal to whom the new staff member will be assigned for 
employment. Prior to the new staff number's first day 
of work, the personnel officer notifies the employee's 
supervisor and the accounting/payroll office (among 
other pertinent staff) and supplies them with ap* 
proprlate data to originate an Assignment File and a 
Payroll File. 

SamplB S0p»r9tlon Proce» -Although not involved 
heavily with information flow, separation of staff 
members due to voluntary resignation (see figure 9) is a 
common process and, therefore, is a good example of 
staff personnel administration. 

Thii process begins when the staff member notifies 
the LEA that he or she intends to leave its employ. 
Frequently, local education agencies require that a 
notification of resignation be submitted in written 
form. In such cases, this notice should become part of 
the staff member's Permanent File. 

An exit interview is usually conducted when the 
itaff member leaves to find out the reason for 
leparatlon, the staff member's evaluation of xHb em* 
ployer, and eligibility for reemploynrtent The staff 



member often modifies insurance or benefit coverage 
at this point. 

Each action is recorded and communicated to the 
appropriate persons or organizations within the LEA. 
As indicated, these new data should be added to the 
staff member's files prior to their transfer to the 
Permanent File. 

In the final step, the employment process may begin 
again, with the principal or supervisor responsible for 
the separating employee forwarding a request to the 
superintendent td fill the vacant position. 

SAMPLE STAFFING REPORTS 

One of the most important functions of the staff files, 
and the classification structure as a whole, is their use in 
generating staffing reports from the individual schooler 
other operational unit to higher administrative levels 
such as the district or LEA, the State education agency, 
and Feder&l agencies. The entire process, from collec- 
tion of the data outlined in the classification structure 
to maintenance of the staff files to development of the 
reporting formats, ;s based on the principle that data 
should be collected only once, then arranged in what- 
ever ways suit the various users' needs. 

The following three staffing reports illustrate one 
means of using data generated originally from the 
Assignment Files produced at the individual school or 
unit (e.g., maintenance, warehouse, transportation) 
level. Each report presents essentially similar staffing 
data; the second and third reports are basically 
compilations of the first. 

IndMdusI School or Unit Staffing ReportL-J^or 
each school or unit in the LEA, an individual school or 
unit report on staff (sample shown in figure 10) could 
be prepared by the LEA superintendent or personnel 
officer from the staff members' Assignment Files, and 
then forwarded to the principals and supervisors of 
individual units (Elm Tree High School, in this ex- 
ample") for confirmation and/or correction of the 
numbers. The sample report lists Elm Tree High School 
staff according to their job classifications, as described 
in the C series, and their function and program 
attignnr)ents, as described in the D series.^ If the LEA 
requires breakdowns into more individual acivity 

'The businais and central luppoit services (D2e00«D2e00) 
have been grouped under a lingis haading for thett reports. 
Four distinct groups of activitiai could be shown if desired 
(2300 - "Qaneral Administration," D2400 - "School Adminis- 
tration," D2600 . "Business," end 02600 - "Central"). 
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Figure lO.-lndividual school or unit report on staff 
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Mtignmenti (e.g., lepante categories for 'TeMhing 
AiilitanC ♦♦Student-Teeching." end "Teiching In- 
tern" essignments under the block marked 'Techni- 
cal." or for the "Vehicle Operating" auignment urxler 
"Operative"), additional columns may be added to any 
report. All data for reporting should be calculated in 
terms of full-time equivalency of assignments. For a 
discussion of this method of calculation, see chapter 6. 
pag«87. 

LEA Staffing /?eport»-An LEA report on staff by 
job classification and function/program (figure 11) 
could be prepared annually, or owre often as needed, 
by the LEA superintendent or personnel officer for 
both the local board of education and Axt State 
education agency. Using the same data dimensions as 
the individual school and unit reports and summarizing 
them for all the units In the LEA. this report provides a 
breakdown on the systemwide staffing population by 
the staff members' job classifications and the functions 
and programs to which they are assigned. 

A variation of this report is the LEA report on staff 
by job classification and school or unit (figure 12), 
which also could go from the superintendent to the 
local board of education and the State education 
agency. The report is a systematic summary of the 



staffing totals by job classification from each of the 
individual school reports (the totals from Elm Tree 
High School, shown in figure 10, appear as part of this 
report) plus any other LEA operational unit, such as 
the central office. 

Depending upon the needs of the LEA. many 
other types of staffing reports could be generated 
using other dimensions of the classification structure. 
Staff data by subject matter area and school and by 
ethnic origin end job classification are combinations of 
dinwnsions frequently used for local. State, and 
Federal reporting. 

Federal Staffing /?tfpor(s,- Reports on staffing to 
various Federal agencies can be generated either in 
summary form by the State educational agency or In 
detailed form from individual LEA reports forwarded 
through the State to the Federal agency. All source 
data used in these Federal reports should be available 
to the LEA superintendent either from the staff 
members' current operating files or from the superin- 
tendent's own reports to the local board of education. 

The data elements which comprise the staff files and 
which are used for the staff administration and 
reporting purposes described above are listed and 
categorized by data dimension in the next chapter. 
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Figure 1 l.-LEA report on staff by job classification and function/program 
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Figure 12.-LEA report on staff by job claisification and school or unit 
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C¥ •r 4 

CLASSlFICAtlOl OF STAFf DATA 



Thii chapter contains a classification structure fo> D • Function and Program Assignment 

data elements about staff members. (Definitions of E • Subject Matter Area 

these data elements follow in chapter 5.) The num- F • Conditions of Current Assignment 

bering scheme in both chapters 4 and 5 is used merely *3 • Current Employment 

to reference location within the classification structure, H • Career Development 

which contains nine major dimensions: I • Separation 

A - Personal and Health Information (NOTE: The LEA administrator should be aware of 

B - Education and Experience applicable Federal, State, and local regulations which 

C - Job ClaMification and Activity Assignment delineate or limit the collection of staff data.) 

D«f.PaS»No. 

A. PERSONAL AND HEALTH INFORMATION 

A1000 PERSONAL DATA 

A1100 IdMrtWIortloo 

All 10 Lniai Name Jg 

All 20 Oth«r or Maldtn Nime 

All 30 Social Security Number ,3 

All 40 Other Idtntlflcitlon Nufnben ^ 

A1160 Sex .3 

All 60 R«:lil/Ethnlc BeckBround 

All 70 Oett of Birth 

All 80 Piece of Birth 

A1200 MHIterv twvloi Stitui 

43 

A1210 MHIterv Service 

A1220 Type of DlicheraB ^ 

A1230 Re«in« or Nitlonel Guard Statui ^ 

A1240 Draft CleMlflcetlon 

A1300 ChlienaWp Slattit 

A1310 U.S. CItlien 1J 

A1311 U.8. CItlien by Birth 

A1312 NaturellMd U.8. CItlien 

A1320 CItlian of Other Country 

A1321 CItlienihIp Peperi Finding TT 

A 1322 Exchenga Program 

A1329 Other 
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Dtf.P^No. 

A2000 TAX INFORMATION 44 

A2100 FadirtI inoomt T%x 44 

A2110 Marital Status 44 

A2111 Single 44 

A2112 Married 44 

A2120 Dependents 44 

A2130 Number of Exemptions Cleimed 44 

A2140 Amount of Additional Withholding Per Pey Period 44 

A2200 State Ineomt or Wage Tex 44 

A2300 Other Ineome or Wage Tex 45 

A3000 RESIDENCE 45 

A3100 Addreaa 45 

A3110 Current Home Address 45 

A31 20 Permenent Home Address 45 

A3130 Summer or Off-Season Address 45 

A3190 Other Buslnew Addreu 45 

A3200 Telephone Numben 45 

A3210 At Current Honna Address 45 

A3220 At PernrMnent Home Address 45 

A32» At Summer of Off-Seeson Addreu 45 

A3290 At Other Business Address 45 

A3300 l%8on(s) To Be Notified In Ceee of Emer9eney 45 

A3310 Name 45 

A3320 Address .......[...... 45 

A33X Telephone Number 45 

A2400 Next of Kin (H different from pereon to bo notified In eeee of emergency) 45 

A3410 Neme 45 

A3420 Address 45 

A34X Telephone Number 45 

A4000 HEALTH 45 

A4100 HeeHh Examlnationa 45 

A4110 Date of Last Health Examinetion 45 

A4120 Results of Last Health Exemlnatlon 45 

A41» Physical Disabilities or Limitations 4g 

A4140 Immunizations . 4g 

A4160 Personel Injuries 4g 

A4190 Other Health Data 48 

B • EDUCATION AND EXPERIENCE 40 

B1CM0 EDUCATION AND CREDENTIALS 46 

81 100 Pormet Edtieetton 4g 

B1110 Highest Year of Education Completed 46 
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B1000 EDUCATION AND CREDENTIALS (ContlniMd) 

B1120 Educational Institution! Attended *^ 

B1121 Name ^- 

B1122 Type Z' 

81123 Location ZL 

81124 Dates of Attendance 

B1130 Degrees and Certificates Earned ^ 

81131 Type and Name of Degree ^ 
B1131.01 High School Diplome ^ 

81131.02 Technical Certificete ^ 

81131.03 Associate Degree Jl 

81131.04 Bachelor's Degree ^ 

81131.05 First-Profeuional Degree ^ 

81131.06 Master's Degree 

81131.07 InteroiediatB Degree ^ 

81131.08 Doctorate ^ 

81131.09 Other J; 

81132 Name of Educational Institution at Which Degree Was Earned 47 

81 133 Date Degree Earned ^ 

81 134 Additional Credit Earned Beyond Degree 

81 138 Academic Awards and Honorary Degrees ^ 

B1140 Areas of Specialization in Undergraduate and Graduate Study ^ 

81141 Major j! 

81141.01 Number of Semester Hours of Credit ^ 

81142 Minor Jl 

81142.01 Number of Semester Hours of Credit ^ 

B1143 Any Field or Area of Special iatation Other Then Major or Minor 4B 

81143.01 Number of Semester Hours of Credit Earned ^ 

81144 Number of Semester Hours of Professional Education Credit Eerned « 

81145 Total Number of Senfwster Hours of Credit Earned ^ 

B1200 Other Education ^ 

48 

81210 Inservice Education 

81211 Type of Activity 

81212 Institution/Agency Offering Activity ^ 

81213 Date and Duration of Activity ^ 

81214 Award (if any) Received Upon Completion J* 

B1220 Other-Than-lnservlce Education 

81221 Type of Activity 

81212 Institution/ Agency Sponsoring Activity ^ 

81223 Date and Duration of Activity ^ 

81224 Award (if any) Received Upon Completion ^ 

81230 Internship/Apprenticeship 

49 

81300 Cradenttale 

49 

81310 Teaching Certificate or License 

81311 Name of Teaching Certificate or License J* 

81312 Itsuing Agency 

81313 Dete of Isiuence 

81314 Date of Renewal or Relssuence 

81315 Date of Expiration 

81316 Specific Function Authorized 

81317 Instructional LeveKs) Authorized ^ 

81318 Contact Group Specified ^ 

B1319 Teaching Fields or Areas Authorized ^ 

81321 Coursed), Sublect(s), or Activity (ies) Authorized ^ 
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Off. Page No. 

B1000 EDUCATION AND CREDENTIALS (ContlniMd) 

B1330 Other Certificate or License 60 

B1331 Ndme of Certificate or License 50 

B1332 Liuing Agency BO 

B1333 Dute of issuance 50 

B1334 Date of Renewai or Reissuance gO 

B133S Date of Expiration 50 

B1336 Specific Function Authorized 50 

B2000 EXPb:RIENCE 50 

821 00 Mor Education^haluted Experianoa 50 

B2110 Dates of Each tmpioyment 50 

B2120 Previous Employing Agency 50 

B2121 Name 51 

B2122 Address 51 

B2123 Type of Education institution 51 

B21M Nature of Assignment 5^ 

B2140 Totai Number of Years of Prior Education«Reiated Experience 51 

B2141 Years of Public Education Experience 5^ 

B2142 Yeers of Nonpublic Education Experience 5^ 

B2300 mor Noneducation Experience 51 

B2210 Dates of Each Employment 51 

B2220 Previous Empioyer(s) 51 

B2221 Name 5) 

B2222 Address 51 

B2223 Nature of Business 5^ 

B2230 Nature of Assignment 5^ 

B2240 Total Number of Years of Prior Noneducation Experience 51 

B2300 Experienee WHh Present Employer (other than cunrant asalgnment) 51 

B2310 Dates of Each Assignnnent 61 

B2320 Nature of Each Awignment 51 

B2330 Years of Experience With Present Employer 61 

B3000 RELATED EXPERIENCE 61 

B3100 Travel 6^ 

B3200 Special Avocatlonal Intaraata and Skilhi , 61 

B3300 Other Areas of Informal QualHieation 61 

B3400 Empathy WHh Special Contact Croupe 52 

B3800 Organizational Mambershlpa 62 

B3610 Work-Releted Organizations 62 

B3811 Name of Orgenizetion 62 

B3612 Date of Membership 62 

B3613 Offices Held 1 1 52 

B3614 Detes Offices Held 52 

B3620 Honorery, Cultural, and Civic Organizations 62 

B3621 Name of Orgenizetion 62 
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Dtf. Pigt No. 

B3000 RELATED EXPERIENCE (ContiniMd) 

B3522 Date of Membership ^2 

B3523 Officef Held 

B3524 Dete: Office* Held 

C • JOB CLASSIFICATION AND ACTIVITY ASSIGNMENT 52 

aOOO OFFICIAUADMINISTRATIVE 52 

C1001 Administrative Aniftant Aaalgnmeiit 53 

C1002 Adminiitrativt Intern Anlgnmeot 53 

C1003 Aaiittant/Oeputy/Aaaociate Suparlntefidem Aaignment 53 

C1004 Aailftant Principal Anignmant 53 

CI 005 Board of Education Member Avignment 53 

CI 006 Foreman Alignment 53 

CI 007 Ombudiman Alignment 53 

CI 006 Principal Aeelgnment 53 

CI 009 Superintendent AMignment 53 

C1010 Supervksing/Maneging/Directing Aaignment 53 

C1011 Tax Aaeeaeing/Colleeting Anlgnment 53 

C2000 PROFESSIONALEDUCATIONAL 53 

C2001 Curricuhim Specialist Assignment 54 

C2002 Counseling Assignment 54 

C2003 Librerlan/Media Assignment 54 

C2004 Remedial Specialist Assignment 54 

C200S Teecbing Assignment 54 

C3000 PROFESSIONAL-OTHER ^ 

C3001 Accounting Assignment 54 

C3002 Analyst Assignment 54 

C3003 Architect Assignment 54 

C3004 Audlologlst Assignment 54 

Ca006 Auditing Assignment 54 

C3006 Dentist Assignment ^ 

C3007 Dietitian/Nutritionist Assignment 54 

29 

ERIC 



Dvf. PiiQi No. 

C3000 PROFESSIONAL-OTHER (Contimitd) 

CaOOe EdHing Anlgnfmnt 54 

C300B Engintor Aiilgnmtnt 54 

C3010 EMluating AHlgnmtnt 54 

C3011 Ltgil Aalgnimnt 54 

C3012 Negotiating Asignmant , 54 

C3013 Opthalmologiit Aaignmwi^ 55 

C3014 OfMormtrist /Miignmant 55 

C3015 Pirionnol Aslgnimnt 1^ 

C3016 Phytkian Asignmant 55 

C3017 Planning Aalgnmant 55 

C301B Piychiatrist A«lgnmant 55 

C3019 hyehologift A»lgnmant 55 

C3020 PuWie/Community Ralatlsna Aalgnmant 55 

C3021 Ragiitarad Nursing AaJgnmant 55 

C3022 Ragifltrar Aaignmant 55 

C3023 Raaaarch and Davalopmant A a alg n ma n t 55 

C3024 Social VVork Aslgnmant 55 

C3026 Statiftieian Aailgnmam 55 

C3026 Tharapitt Aalgnman't 55 

OMOO TECHNICAL 55 

C4001 Aariftant Counaaling Aailgnmant 56 

C4002 Audlonwlritt AialgnnMnt 53 

C4003 Dantal Hygianlat Airignmam 56 

C4004 Computar Oparating Anignmam 56 

C4006 QrapMc Arts Aaslgnmant 55 

C4006 Inspaetor Assignmant 55 

C4007 tactical Nursing A ialgnmant 56 

C400B Programing Aalgnmam 56 

C4009 Pfeyehomatrist Assignmant 56 

C4010 Purchasing Agant Assignmant 56 
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D«f. Pag* No. 



C4000 TfCHNICAL (Oontinutd) 

C4011 Studwit TMeMng AaiflniMfrt 66 

C4012 TaeMno Amhunt AMignmeiit 66 

C4013 TMeMng Intwrn AMigniMnt 66 

C8000 OFFICE/CLERICAL 66 

C8001 BookkMping AMignmint 67 

C8002 OmM AwignmwH 67 

C8003 MMMngMT AMtgnnwiit 67 

08004 Rwordi MMuglng Aa ig n imnt 67 

C8006 TMeMng Akto Airignrnwrt 67 

CeOOO CRAFTS AND TRADES 67 

C6001 OMrpMiMring AalgnmHit 67 

06002 ElMtrklw Aw lgnim nt 67 

06003 GmmtiI MiintMianee A w lgn m en t 67 

06004 MMonIng A«ignnMnt 67 

06006 MKlwnic AMlgnrnwit 67 

G8006 Mnting AMlgnnMnt 67 

06007 PiMttring A«lgnnMnt 67 

GOOOe Plumbing AMlgnnient 67 

07000 OPERATIVE 67 

C7001 Crtfti end Tradw ApprwitieMMp Al g i m i H 68 

C7002 DiipMeMng AaignnMnt 68 

C7003 Veliieie OpMratIng AaignnMirt 68 

08000 LABORER 68 

08001 Qroundriceeping AMlgnnMnt 68 

G8000 SERVICE WORK 68 

C8001 Attmdinee OHkm AMignment 68 

G8002 CuitodlMt AHlgnmwrt 68 



09003 Elevator Opwatlng AMtgnment 
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C9004 Food SmvIm AMlgnmMtt 68 
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Dtf. Pao» No. 



C9000 SERVICE WORK (ContinuMil 



09005 Ouard/Witchman Astignmtnt 58 

C9006 Monitoring Astignrntnt 58 

C9007 Storii Hindline AaignnMnt 58 

D - FUNCTION AND PROGRAM MANAGEMENT 58 

D1000 INSTRUCTION 59 

D1100 Rogular Programs 59 

D1110 Elementary Programs 59 

D1120 MIcklla/Junlor High Programs 59 

D1130 High School Programs 59 

□1^131 Preparatory, Postsecondary Education Programs 59 

D1132 Preparatory, Postsecondary Employment Programs 59 

D1139 Other High School Programs 60 

D1190 Other Regular Programs 60 

01 200 Special programs 60 

D1210 Programs for the Gifted and Talented 60 

01 220 Programs for the Mentally Retarded 60 

01230 Programs for the Physically Handicapped 60 

01240 Programs for the Emotionally Oisturbed . 60 

01260 Programs for the Culturally Different 60 

01260 Programs for Pupils With Learning Oisabititlas 60 

01290 Other Special Programs 60 

01300 AduN/Contlnuing Education ProgranM 60 

01310 Adult Basic Education Programs 60 

01320 Advanced Adult Education Programs 60 

01330 Occupational Programs 61 

01340 Upgrading in Current Occupation Programs 61 

01350 Retraining for New Occupation Programs 61 

01360 Special Interest Programs 61 

01370 Life Enrichment Programs 61 

01 390 Other Adult/Continuing Education Programs . 51 

D2000 SUPPORTING SERVICES 61 

02100 Support Servlcea-Puplls 61 

02110 Attendance and Social Work Services 61 

02111 Service Area Olrection 61 

021 1 2 Attendance Services 61 

02113 Social Work Services 61 

02114 Pupil Accounting Services 61 

02119 Other Attendance and Social Work Services 61 

02120 Guidance Services 61 

021 21 Service Area Oirectlon 61 

02122 Counieling Services 62 

02123 Pupil Appraisal Services 62 

02124 Information Services 62 

02125 Records Malntenence Services 62 
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Dtf. Pagt No. 

D2000 SUPPORTING SERVICES (Continutd) 

D2126 Placement Services • ^2 

D2129 Other Guidance Services 62 

02130 Health Services 62 

02131 Service Area Oirection 62 

02132 Medical Services 62 

02133 Oental Services 62 

02134 Nurse Services 62 

02139 Other Health Services 62 

021 40 PfYcholOQical Services 62 

02141 Service Area Oirection 63 

02142 Psychological Testing Services 63 

02143 Psychological Counseling Services 63 

02144 Psychotherapy Services 63 

02149 Other Psychological Services 63 

02150 Speech Pathology and Audiotogy Services 63 

02161 Service Area Oirection 63 

02162 Speech Pathology ServicH 63 

02163 Audiology Services 63 

02169 Other Speech Pathology and Audiology Services 63 

02200 Support Servicae-lnstructional Staff 63 

O2210 ImprovernerU af Instruction Services 63 

0221 1 Service Area Oirection 63 

02212 Instruction and Curriculum Oevelopnfwnt Services 63 

02213 Instructional Staff Training Services 63 

02219 Other Improvement of Instruction Services 63 

O2220 Educational Media Services 64 

02221 Service Area Oirection 64 

02222 . School Library Services 64 

02223 Audlovl«uc! Services 64 

02224 Educational Television Services 64 

02226 Computer-Assisted Instruction Services 64 

02229 Other Educational Medie Services 64 

D2300 Support Sarvicia- aeneral Administration 6^ 

0231 0 Board of Education Services 64 

02311 Service Area Oirection 64 

02312 Boatii Secretary Services 64 

02313 Board Treasurer Services 64 

02314 Election Services 64 

02316 Legal Services 64 

02316 Tax Assessment and Collection Services 66 

02317 Audit Services 66 

02319 Other Board of Education Services 66 

O2320 Executive Admlnistretion Services 66 

02321 Office of the Superintendent Services 66 

02322 Community Relations Services 66 

02323 Staff Relations end Negotiation Services 66 

02324 State and Federal Relations ServicM 66 

02329 Other Executive Administration Services 66 

D2400 Suppoit Sarvieei-Sehool Adminiitration 66 

0241 C Office of the Principal Services 66 

02490 Other Support Services-School Administration 66 
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D2000 SUPPORTING SERVICES (ContimMd) 



D2S00 Support Strvlcn-Buiinn 65 

D2610 Direction of BuiinMs Support Services 65 

D2520 Fifcel Servicti 66 

D2S21 Service Aree Direction 65 

D2622 Budgeting Services 66 

D2o23 Receiving end Disbursing Services 66 

D2524 Peyroll Services 66 

D2525 Finenclel Accounting Services 66 

D2526 Interne! Auditing Services 66 

D2527 Property Accounting Services 66 

D2529 Other Fiicei Services 66 

02530 Facilities Acquisition and Construction Services 66 

02531 Service Area Direction 66 

02532 Lend Acquisition end Deveiopnrwr.; Services 86 

02533 Architecture end Engineering Services 66 

02534 Educationel Specif icetior?. ''development Services 66 

02535 Building Acquisition, Conetruction, end Improvement Services 66 

02539 Other Fecllltiet Acquisition and Construction Services 66 

02540 Operation end Meintenence of Ptent Services 66 

02541 Service Aree Direction 67 

D2642 Care and Upkeep of Buildings Sen/ices 67 

02543 Care and Upkeep of Grounds Sen/ices 67 

02544 Cere and Upkeep of Equipment Sen/ices 67 

02545 Vehicle Sen/icing end Meintenence Sen/ices (for other then buses) 67 

02546 Security Services 67 

02549 Other Operation and Meintenence of Plent Services 67 

02550 Pupil Transportation Sen/ices 67 

02551 Service Aroa Direction 67 

02552 Vehicle Operetion Services 67 

02553 Monitoring Services 67 

02554 Vehicle Servicing end Meintenence Services 67 

02559 Other Pupil Trensportetion Services 67 

02560 Food Services 67 

02561 Service Aree Direction 67 

02562 Food Preperation and Dispensing Services 67 

02563 Food Dellyery Services 68 

02570 Intemel Server 68 

02571 Service Area Direction 68 

02572 Purchasing services 68 

02573 Warehousing and Distributing Services 68 

02574 Printing, Publishing, and Duplicating Services 68 

02679 Other Intemet Services 68 

02680 Residential Housing Services 68 

02581 Service Aree Direction 68 

02682 Student Resident Services 68 

02583 Staff Resident Services (other then edmlnistretive steff) 68 

02684 Administitive Steff Resident Services 68 

02589 Other Resident Housing Services 68 

02590 Other Support Services-Business 68 

D2600 Support Servkes-Centrel 68 

02610 Direction of Central Support Services 68 

02620 Plenning, Reseerch, Development, end Eveluetlon Services 68 

02621 Service Aroe Direction 68 
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D2000 SUPPORTINQ SERVICES (Contimitd) 

D2622 Development Servlcei ^ 

D2623 Evaluation Service! 69 

D2624 Planning ServlCM ^ 

D2626 ReseiTCh Servlc« 69 

D2629 Other Planning, Research, Developnient, and Evaluation Servlcei 68 

D2630 Infornwtlon Servlcei 69 

D2631 Service Area Direction 69 

D2632 Internal Infornoatlon Services 69 

D2633 Public Information Services 69 

D2e34 Managament lnformatior\ Services 69 

D2639 Other Information Services 69 

D7940 Staff Services 69 

02641 Service Area Direction 69 

D2842 Recruitment and Placement Sen/Ices . 69 

D2643 Staff Accounting Services 69 

D2644 Inservice Education Services (for r>oninstnjctional staff) 69 

D2645 Health Services 69 

D2649 Other Staff Services 69 

D2650 Statistical Servlcet 69 

D2651 Service Aree Direction 69 

D2652 Statistical Analysis Services 70 

02653 Statistical Reporting Services ^6 

D2659 Other Statistical Services ^6 

D2660 Data Processing Services ^6 

D2661 Service Area Direction ^6 

D2662 Systems Analysis Services ^6 

D2663 Programing Services ^6 

D2664 Operations Services ^6 

02668 Other Data Processing Services ^6 

D2690 Other Support Servlces-Centrel ^6 

D2900 Other Support Servloaa ^6 

D3000 COiyiMUNITY SERVICES ^6 

D3100 Direction of CommunHy Servieei ^0 

D3200 Community Recreation Servtees 76 

D3300 CIvIe AetWHIea ^6 

03400 Public Ubrary SarvtoM ^6 

D3B00 Ouatody and Oare of Children 70 

D3600 Welfare ActhrHlee 71 

D3700 Nonpublic School Pupil SenHoei 71 

D3000 Other CommunHy Sarvioea 71 

D4000 NDNPROORAMED CHARCES (not applleaMe for staff aeeounting) 71 

DBOOO DEBT SERVICES 71 

E - SUBJECT MATTER AREA 71 

B1001 AGRICULTURE 
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E - SUBJECT MATTER AREA (Continuwl) 

E10C2 ART 71 

F1003 BUSINESS 72 

E1004 DISTRIBUTIVE EDUCATION 72 

E1006 ENGLISH LANGUAGE ARTS 72 

E1006 FOREIGN LANGUAGES 72 

E1007 HEALTH OCCUPATIONS EDUCATION 73 

ElOOe HEALTH AND SAFETY IN DAILY LIVING, PHYSICAL EDUCATION. AND RECREATION. . . 73 

E1009 HOME ECONOMICS 73 

E1010 INDUSTRIAL ARTS 73 

E1011 MATHEMATICS 73 

E1012 MUSIC 74 

E1013 NATURAL SCIENCES 74 

E1014 OFFICE OCCUPATIONS 74 

E1016 SOCIAL SCIENCES/SOCIAL STUDIES 74 

E1016 TECHNICAL EDUCATION 74 

E1017 TRAOF AND INDUSTRIAL OCCUPATIONS 76 

E1018 GENERAL ELEMENTARY EDUCATION AND GENERAL SECONDARY EDUCATION 76 

E1019 DIFFERENTIALIZED CURRICULUM FOR HANDICAPPED PUPILS 76 

E1020 COCURRICULAR ACTIVITIES 76 

E1021 SAFETY AND DRIVER EDUCATION 7"* 

E1022 JUNIOR ROTC 76 

F - CONDITIONS OF CURRENT ASSIGNMENT 76 

F1000 SCOPE AND TIMING OF CURRENT ASSIGNMENT 76 

F1100 Soopt of Currtnt A«ignmwit 76 

F1110 More Than Syitemwlde 77 

F1120 Syitemwlde 77 

F1130 Multloperatlonel Unit but Lew Than Syitemwlde 77 

P1 140 Single Operational Unit 77 

F1200 Timing of Currant Aaatflnmantte) 77 

Ft210 Flical Year of Currant Awlgnment 77 

F1220 Calendar Year llf uied by LEA) 77 

F1230 Term of Current Aulgnment 77 

F1240 Date of Beginning of Current' Aulgnment 77 
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F2000 OPERATIONAL UNIT AND LOCATION OF CURRENT ASSIGNMENT 77 

P2100 0|»rational Unit to Whioh Aiiio«^ 

F2200 Location of Awlgnmtnt 

F2210 Facility 

F2211 Day/Evanlng Facility 

F2212 Raildantlal Facility 

F2213 Sharad Facility 

F2220 ComrTKinlty Facility 

F2230 Homa of Pupil 

F2240 Hoipltal 

F2250 Supportive Facility '® 

F2290 Other Facility 

F30OO SCHEDULE FOR CURRENT ASSIGNMENT 7S 

F3100 AalgnMl Dayt of tha Waak 78 

F3200 Attignad Hours of tha Day 78 

F4000 STAFF ASSIGNMENT WORKLOAD '^^ 

P410U Typa of Activity 

F4200 Unit of Work 

F4300 TIma 

G - CURRENT EMPLOYMENT 78 

G1000 EMPLOYMENT INFORMATION 7® 

O1100 Maana of Introduction to tha LEA 7® 

Gil 10 LEA Recruitment Effort 7® 

Gil 20 Staff Recommendation 7® 

Gil 30 Work-Related Organization Recommendation 79 

G1140 Advertising by LEA ^® 

Gil 50 Employment Agency ^® 

G1160 Student Teaching or Intarnihip 79 

Gil 70 Employee-Initiated Effort 7® 

G1190 Other Meani 



O1200 



TIma of Employment 7® 



G1210 Date Staff Member Was FIrit Employed In LEA 79 

G1220 Number of Yean Employed In LEA 79 

G1230 Number of Yean In Current Anlgnnoent 79 

G1240 Number of Yean In Other Aiilgnmenti With the LEA 79 

O1300 Emptoymant Siatui 

G1310 Probationary ^® 

01320 Temporary 

G1330 Tenure or Permanent 79 

G1390 Other Employment Status '® 
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O1000 EMPLOYMENT INFORMATION (Continued) 

G1400 Contractual Status 80 

G1410 Annual Contract 80 

G1420 Multiyear Contract 80 

G1430 Continuing Contract 80 

G1440 Volunteer/No Contract 80 

G1490 Other Agreement 80 

01 500 Contract Dates 80 

01 600 Amount of Timo Employad Annually 80 

01 700 Covaraga Under the Provisions of the Fair Labor Standards Act 80 

G1710 Nonexempt Status 80 

G1720 Exempt Status 80 

O2000 SALARY OR WAOE 80 

021 00 Contract Salary or Wage 80 

O2200 Additional Salary or Wage 80 

O2300 Other Setary or Wage Rate 80 

02400 Other Typoa of Compensation 80 

03000 INSURANCE 81 

031 00 Heetth Insurance 81 

G3110 Eligibility for Health Insurance 81 

G3111 Reason, if Ineligible 81 

G3120 Name of Insuring Company 81 

G3130 Effective Date of Coverage 81 

G3140 Type of Coverage 81 

G3150 Annount of Payment Per Pay Period 81 

G3160 Additional Health Coverage 81 

G3170 Effective Date of Additional Coverage 81 

G3180 Amount of Payment Per Pay Period for Additional Coverage 81 

O3200 LHe Insurence 81 

s G3210 Eligibility for Life Insurance 81 

G3211 Reason, if Ineligible 81 

G3220 Njnf)e of Insuring Company 81 

G3230 Effective Date of Coverage 81 

G3240 Type of Coverage 81 

G32S0 Amount of Coverage 81 

G3260 Staff Member's Contribution Per Pay Period to Premium 81 

G3270 Special Ternris 81 

G3280 Name and Addreu of Beneficiary 81 

03300 Other Insurance 81 

Q4000 SPECIAL PAYROLL ARRANGEMENTS 82 
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O6000 RETIREMENT 82 

G6100 R«tirfmtnt Program 82 

G5110 Eligibili V for Retirement Prooram 82 

G5120 Typo of Program in Which the Staff Member ii Participating 82 

G5130 Antcipated Retirenrwnt Date 82 

G5140 Effective Date of Entering Retirement Program 82 

G5160 Staff Member's Contribution to Retirement Program 82 

G5160 Retirement Plan Option Selected by Staff Member 82 

O6000 SERVICE AND LEAVE STATUS 82 

G6100 Currant Service Statui 82 

G6110 Futl-tlme 82 

G6120 Part-time 82 

G6121 Hours per week 82 

G6122 Full-time Equivalency of Attignment 82 

G6123 Substitute Status 82 

G61 23.01 Days Willing to Work 82 

G61 23.02 Tinrw Willing to Work 83 

G6200 Currant Leave Sutui 83 

G6210 Sick Leave 83 

G6220 Personal Leave 83 

G6230 Annual Leave 83 

G6240 Sabbatical Leave 83 

G6250 Military Leave 83 

G6260 Maternity Leave 83 

G6270 Leave Without Pay 83 

G6280 Government-Requested Leave (including jury duty) 83 

G6290 Other Leave 83 

H • CAREER DEVELOPMENT 83 

H1000 QUALITY OF PERFORMANCE * 83 

H1 100 Raiults of Evaluation 83 

H1110 In Previous Assignments With Prior Employers 83 

Mil 20 In Previous Assisnments With Present Employer 83 

Mil 30 In Current Assignment 83 

HI 200 Data of Evaluation 84 

H1210 In Previous Assignments With Prior Employers 84 

HI 220 In Previous Assignments With Present Employer 84 

HI 230 In Current Assignnrwnt 84 

HI 300 Name and Title of Parion(i) Evaluating 84 

HI 310 In Previous Assignments With Prior Employers 84 

HI 320 In Previous Assignments With Present Employer 84 

HI 330 In Current Assignnrwnt 84 

H2000 DESIGNATION OP POSITIONS TO WHICH STAFF MEMBER COULD BE TRANSFBRRBD OR 

PROMOTED 84 

H2100 First Alternative 84 
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H2000 DESIGNATION OF POSITIONS TO WHICH STAFF MEMBER COULD BE TRANSFERRED OR 
PROMOTED (Continutd) 

H2200 SMond Alttrrxtivt 84 

H2300 Third Alttrrxtivt 84 

H3000 READINESS FOR ASSIGNMENT OF GREATER RESPONSIBILITY 84 

H3100 lmm«dlittly 84 

H3200 NMr Future 84 

H3300 lnt«rmtdl«tt Futurt 84 

H3400 Not RMdy but Ptrforms SatMaotoriiy 84 

H4000 CAREER DEVELOPMENT NEEDS 84 

H4100 No Prtptration or Additional Exporltnet Roquirad 84 

H4200 Job Specialization Raquirad 84 

H4300 Job Rotation Raquirad 85 

H4400 Task Anignmant Raquirad SB 

H4500 Formal Praparation Raquirad 85 

H4510 Type of Preparation 85 

H4520 Location of Preparation 85 

H4530 Duration of Preparation 85 

H4540 Funding of Preparation 85 

H9000 OTHER CAREER DEVELOPMENT INFORMATION 85 

I • SEPARATION 86 

11000 TYPE OF SEPARATION 85 

11100 Voluntary Separation (Raaignation) 86 

11200 Involuntary Separation 85 

11300 Separation by Mutual Agreement 85 

11400 Seperation by Death 85 

11500 Separation by Retirement 85 

12000 REASON FOR SEPARATION 86 

12100 Voluntary Separation 85 

12110 To Seek Other Employment 86 

12120 To Accept Other Employment 88 

12130 To Engage in Formal Study or Reiearch 86 

12140 For Marriage 86 

12150 For Illness 88 
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11000 TYPE OF SEPARATION (ContiniMd) 



12160 For Personal Reasons 86 

12170 No Known Reason 86 

12200 Involuntary Separation 86 

12210 Layoff 86 

12211 Budgetary Reduction 86 

12212 Organizational Restructuring 86 

12213 Decreased Workload 86 

12220 Discharge 86 

12221 Not Suited for Present Position 86 

12222 Commission of Serious and/or Continuing Acts Involving Misconduct, Insubordination* 
Negligence, Infraction of Law or Regulations* or the Like 86 

12223 Continued Absence or Tardiness 86 

12224 Falsified Application Form 86 

12226 Tenure Not Being Granted 86 

12226 Unsatisfactory Work Performance 86 

12230 Location of Discharge Documentation (if other than staff files) 86 

13000 ELIGIBILITY FOR REEMPLOYMENT 86 

13100 Eligible for Reemployment 86 

13200 Not Eligible for Reemployment 86 

13300 Eligible for Reemployment on a CondHlonel Baale 86 

14000 DATE OF SEPARATION 86 
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Chapter 5 
DEFINITIONS OF DATA ELEMENTS 
IN THE CLASSIFICATION STRUCTURE 



This chapter defines the data elements which are 
identified and classified in chapter 4. The classification 
and numbering system in this chapter is identical to 
that in chapter 4. Many of the definitions have been 
synopsized or modified from definitions in other OE 
handbooks. In cases where only a partial definition is 
given, there is a reference to a more complete 
definition in another handbook in the State Educa- 
tional Records and Reports Series; e.g., H-VI, p. 61 
refers to Handbook VI, page 61. The LEA administra- 
tor should be aware of applicable Federal, State, and 
local regulations which delineate or limit the collection 
of staff data. 

A.-PERSONAL AND HEALTH 
INFORMATION 

Personal and health data serve to Identify the staff 
member and provide information on his health, marital 
status, and dependents. 

A1000 PERSONAL DATA 

Data which provide individual characteristics 
of staff members. 

A1100 Identification. Data items which determine the 
uniqueness of a staff member. 

All 10 Legal Name . The full name of the staff 
member authorized by law. 

All 20 Othar or Maiden Name. Any other name, 
including the name previous to marriage, by 
which the staff member is known. 

A1130 Social Security Number . The number assigned 
to the staff member by the Social Secutiry 
Administration. 



A1140 Other Iderttificatiorf Numbers . The numbers 
assigned to the staff member by the LEA or 
State agency for identification and record- 
keeping purposes. These include such numbers 
as payroll number, employee number, health 
plan number, and retirement number. 

All 50 Sex. Designation a« to whether the staff 
member is male or female. 

A1160 Racial/Ethrtic Background . The racial/ethnic 
origin of the staff member according to the 
following five classifications used by the School 
Reporting Committee, Equal Employment Op- 
portunity Commission: White, Black, Spanish 
Surnamed, American Indian, Asian American, 
and other. (Modifications are under study.) 

A1 170 Date of Birth . The month, day, and year of the 
staff member's birth. 

All 80 Place of Birth . The local governmental unit 
(e.g., city, county, township) and State, U.S. 
Possession, or foreign country in which the 
staff member was born. 

A1200 Military Service Status. The nature of previous 
and current service of the staff memt>er in the 
Armed Forces, including type of discharge or 
separation, date of active service, veteran's 
privileges, and current military status, if any. 

A1210 Military Serv ice. The branch (e.g., U.S. Army, 
U.S. Air Force) of the Armed Forces and the 
inclusive dates of military service of the staff 
member. 

A1220 Type of Discharge. The type of discharge (e.g., 
honorable, general, dishonorable) that the staff 
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A.--PERSONAL AND HEALTH INFORMATION 
(Continued) 



member was granted upon leaving the Armed 
Forces. 

A1230 Reserve or National Guard Status . The current 
Armed Forces reserve or National Guard 
status, If any, of the staff member and the date 
on which this obligation ends. 

A1240 Draft Classification . The current draft classifi- 
cation (e.g., 4-F, 1-H), if any, issued to 
the staff member by the Selective Service 
System. 

A1300 Citizenship Status. The nature of the staff 
member's citizenship status within the United 
States. 

A1310 U.S. Citizen . Entry indicating that the staff 
member is a citizen of the United States 
whether by birth or by naturalization. 

A131 1 U.S. Citizen by Birth. 

A1312 Naturalized U.S. Citizen. 

A1320 Citizen of Other Country . Entry indicating 
that the staff member is a citizen of a country 
other than the United States, whether ad- 
mitted to the United States for permanent 
residence or admitted as a nonimmigrant visi- 
tor. 

A 1 32 1 Citizenship Papers Pending. 
A 1322 Exchange Program. 
A1329 Other 

A2000 TAX INFORMATION 

Data necessary to comply with applicable 
Federal, State, and local income and wage tax 
withholding regulations. 

A2100 Federal Income Tax. Data necessary to comply 
with required Federal income tax withholding 
regulations of the Internal Revenue Service. 
These data, which are usually completed by 



the staff member on his W-4 form, include 
marital status, number of dependents and 
exemptions, and the amount of any additional 
withholding. 

A2110 Marital Status , Entry indicating whether .he 
staff member is currently single or married, 
based on Internal Revenue Service definitions. 

A2111 Single Entry indicating that the staff member 
is not married. The staff member may have 
never been married or, having been married, is 
now widowed or divorced. A staff member 
who is married but legally separated or whose 
spouse is a nonresident alien also is considered 
single. 

A2112 Married. Entry indicating that the staff mem- 
ber is not single. 

A2120 Dependents . The number of dependents 
claimed by the staff member, as defined by the 
Internal Revenue Service. (See IRS Form W-4.) 

A2130 Number of Exemptions Claimed . The total 
number of exemptions and allowances claimed 
by the staff member for Federal income tax 
purposes, in accordance with Internal Revenue 
Service definitions and rules. (See IRS Form 
W-4.) 

A2140 Amount of Additional Widfholding Per Pay 
Period. The dollar amount (if any) per pay 
period of additional withholding from the staff 
member's paycheck or voucher for Federal 
income tax purposes. Any suph withholding 
must be made under agreement with the 
employing agency. 

A2200 State Income or Wage Tax. This category can 
be used in those States having an income or 
wage tax where the staff member wants to 
declare tax withholdings or exemptions which 
differ from those on his Federal W-4 form. The 
category can be subdivided in the same way as 
A2100, Federal Income Tax, if necessary. 
However, only those data elements with re- 
sponses which are different from the entries 
under A2110 through A2140 should be in 
eluded. If there is a State income tax and the 
staff member is declaring the same with* 
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holdings and exemptions for both Federal and 
State tax, only the data under A2130 need be 
completed. 

A2300 Other Income or Wage Tax. This category 
should only be used by those agencies (e.g., 
counties, municipalities) having an income or 
wage tax where the staff member wants to 
declare tax withholdings which differ from 
those on his Federal W-4 or State form. Where 
the necessary data are already included in 
A2100 and A2200, this category is not used. 
The category can be subdivided in the same 
way as A2100, Federal Income Tax, if neces- 
sary. However, only those data elements with 
responses different from the entries under 
A2100 or A2200 should be included. Any 
other required data elements can also be added 
under this heading. 

ASOOO RESIDENCE 

Data on the addresses and telephone numbers 
where the staff member may be reached for 
mailing and contact purposes. 

A3100 Addresses. Permanent and temporary places of 
abode. 

A3110 Current Home Address . The house number, 
hotel name and room number, or apartment 
house name and apartment number; name of 
the street, subdivision, or RFD number; city; 
State; and zip code where the staff member 
currently lives. 

A3120 Permanent Home Address . The address (see 
A31 10 for necessary detail) which the staff mem- 
ber considers his permanent place of residence, 
if different from his current home address. 

A3 130 Summer or Off-Season Address . The address 
(seo A3110 for necessary detail) at which the 
staff member may be reached during the 
summer or other off -employment season. 

A3 190 O wr Business Address. The address (see 
A31 10 for necessary detail) of any other place 
of business where the staff member is em* 
ployed (if he is willing to. release the infor* 
mation). 



A3200 Telephone Numbers. Each telephone number, 
including area code and extension (if ap* 
plicable), at which the staff member may be 
reached. 

A3210 A t Current Home Address . 
A3220 A t Permanent Home Address . 
A3230 A t Summer or Off-Season Address . 
A3290 A t Other Business Address. 

A3300 PanonU) To Be Notifitd in Cm of Emtrgeney. 

The name, address, and telephone number of 
the person or persons to be notified In case of 
an emergency involving the staff member. Data 
concerning a member of the staff member's 
immediate family (e.g., minister, physician) 
may be recorded here. 

A3310 Name . 

A3320 Address . 

A3330 Telephone Number . 

A4400 Next of Kin (If different from p«reon to bt 
notified in ease of emergenqf). The name, 

address, and telephone number of the next of 
kin of the staff member. 

A4000 HEALTH 

Data concerning the staff member's health, 
which is to be recorded only to the extent that 
laws and regulations permit or require health 
information for purposes such as staff assign- 
ment, workmen's compensation, and disability 
retirement Insurance. 

A4100 Health Examinations. Data on health examlna* 
tions and health tests which are required and 
permitted by law and regulations. 

A4110 Date of Last Health Examination . The month, 
day, and year (as Indicated by a physician) 
when the most recent health examination or 
health test was completed for the staff member 
for employment purposes. 

A4120 Results of Last Health Examination. Results of 



45 



ERLC 



A.-PERSONAL AND HEALTH INFORMATION 
(Continued) 



pleted by the staff member both prior to and 
during current employment. 



the staff member's last health examination or 
health test as disclosed by a physician and 
required and permitted by law or regulation 
for employment purposes. 

A4130 Physical Disabilities or Limitations . Data indi- 
cating verified physical disabilities or limita- 
tions of the staff member which need to be 
recognized in making activity assignments. 

A4140 Immunizations. Data provided by a qualified 
person describing those immunizations re- 
ceived by the staff member which are required 
by law or regulation for employment purposes. 

A4150 Personal Injuries. A description of each injury 
to the staff member during the official per- 
formance of duties; the date, time, and loca- 
tion of each accident; names of any witnesses; 
the date of filing claims under insurance plans; 
and any other information as required by local 
and State regulations. 

A4190 Other Health Data. Any data concerning the 
staff member's health which are not provided 
in the above data elements and which are 
required by law or regulation for employment 
purposes. 

a- EDUCATION AND EXPERIENCE 

The B series contains data on the staff member's 
general educational background, qualifications, and 
experience or employment. The combination of these 
data categories provides the LEA administrator with 
the information necessary (1) to assign the staff 
member to an activity for which he or she is qualified, 
and (2) to carry out manpower plans and fill future 
staffing needs. 

Education and experience data items, prior to and 
including the present employer, are classified and 
defined in the B1000 and 82000 categories re- 
spectively. 

81000 EDUCATION AND CREDENTIALS 

B1100 Formal Education. The formal education com- 



81110 Highest Year of Education Completed . The 
number or descriptive term indicating the 
highest year of formal education completed by 
the staff member. 

81120 Educational Institutions Attended . 

81121 Name. The name or other designation (e.g., 
school district number) of the elementary 
school and secondary school last attended by 
the staff member and of each college, uni* 
versity, technical institute, trade school, school 
of nursing, or other post-secondary educational 
institution attended by the staff member.^ 

81122 Type. A description of each type of school 
(e.g., public school, nonpublic school, technical 
institute, school of nursing, trade school, col* 
lege, or university) attended by the staff 
member. 

81123 Location. The city and State in which each 
educational institution attended by the staff 
member is located. Where the location is other 
than the United States, the country should be 
indicated. 

81124 Dates of Attendance. The inclusive dates when 
the staff member attended each educational 
Institution. 

81130 Degrees and Certificates Earned . Data concern- 
ing any degrees or certificates earned by the 
staff member.^ 

^ For a coding of alt higher education Inititutlons in the 
United States, tee the Education Dirwctory, 1973-74: Highsr 
Education, published in 1974 by the National Center for 
Educational Statistics, Office of Education, United Stetet Oe- 
pertment of Health, Education and Welfere. (For sale by the 
Superintendent of Docunrtentt, Stock No. 1780-01272, U.S. 
Government Printing Office, Waihlnoton, O.C. 20402. Price 
$5.30) 

'For a more detailed explanation of the criteria to be mat 
for undergraduate and graduate degrees, see Earned Degraas Con- 
farrad, 1970-71, published in 1972 by the National Canter for 
Educational Statistics, Office of Education, United States De- 
partment of Health, Educetion and Welfare. (For sale by the 
Superintendent of Documents, Catalog No. HE 5.264:54013-70, 
U.S. GovernnMnt Printing Office, Washington, D.C. 20402« 
Price: 50 cents.) 
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B1131 TypB and Name of Degree. The type and 
specific name of each degree or certificate 
earned by the staff member. 

B1131.01 High School Diploma. The staff member has 
completed the equivalent of 4 years of high 
school and has been granted a high school 
diploma. 

B1 131.02 Technical Certificate. The staff member has 
completed a post-secondary program of 
studies at a technical institute or vocational 
school and has been granted a technical 
certificate (e.g., a certificate in radio elec- 
tronics or business administration). 

81131.03 Associate Degree. The staff member has 
completed the equivalent of 2 years O; 
college, usually at a community/junior col- 
lege, and has been granted an associate 
degree (e.g., Associate in Arts, Associate in 
Education). 

61131.04 Bachelor's Degree. The staff member has 
completed the equivalent of 4 years of 
college and has been granted a bachelor's 
degree (e.g.. Bachelor of Arts, Bachelor of 
Science, Bachelor of Business Administra- 
tion). 

B1 131.05 First-Professional Degree. The staff member 
has earned and been granted a first-profes- 
sional degree (e.g.. Doctor of Medicine, 
Juris Doctor, Bachelor of Divinity). 

B1131.06 Matter's Degree. The staff member has 
earned and been granted a master's degree 
(e.g.. Master of Arts, Master of Social Work, 
Master of Industrial Arts) or its equivalent, 
such as the 6-year Educational Specialist 
degree. 

61131.07 Intermediate Degree. The staff member has 
earned and been granted an intermediate 
degree (e.g.. Candidate in Philosophy, 
Master of Philosophy) for work completed 
beyond the master's degree but has not 
earned a doctorate. 

61131.08 Doctorate. 7..- staff member has earned 
and been granted a doctorate (e.g.. Doctor 



of Philosophy, Doctor of Education). An 
entry for Doctor of Medicine or Juris 
Doctor would not come under this element; 
rather, these degrees should be entered 
under 61131.05, First-Professional Degree. 
Honorary doctorates should be entered 
under element 61135. 

61131.09 Other Degree. Any other degree or certifi- 
cate earned by the staff member which 
would not be included under the above data 
elements. 

61132 Name of Educational Institution at Which 
Degree Was Earned, The name of the school, 
technical institute, college, university, or other 
educational institution at which the staff mem- 
ber earned each degree or certificate described 
above. 

61133 Date Degree Earned. The month and year in 
which the staff member earned each degree or 
certificate. 

61 134 Additional Credit Earned Beyond Degree. Any 
additional credit, in semester hours or quarter 
hours converted (see 61141.01), earned by the 
staff member beyond his last degree. The sub- 
ject matter of the course(s) and the year in 
which the credit was earned should be specified. 

61135 Academic Awards and Honorary Degrees. The 
name of any academic awards or honors (e.g., 
membersh*o in Phi 6eta Kappa, graduation 
cum laude) or honorary degrees which the staff 
member has received. The name of each award 
and honorary degree and the institution grant- 
ing each degree should be specified. 

61140 Areas of Specialization in Undergraduate and 
Graduate Study . The major, minor, and other 
areas of specialization completed by the staff 
member in undergraduate and graduate study. 

81141 Major. The descriptive name of each major area 
of specialization completed by the staff mem- 
ber in undergraduate and graduate study. In 
the case of professional or administrative certi* 
fication, each of these areas should be recog- 
nized as a "major" by each State in terms of 
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B>"EDUCATION AND EXPERIENCE (Continued) 

the applicable State laws and regulations gov- 
erning certification.* 

B1 141.01 Number of Semester Hours of Credit. The 
number of semester hours of credit earned 
by the staff member in each recognized 
major. Quarter hours are converted to se- 
mester hours on the basis that three quarter 
hours are equal to two semester hours. 

B1142 Minoi\ The descriptive name of each minor 
area of specialization completed by the staff 
member in undergraduate and graduate study. 
In the case of professional or administrative 
certification, each of these areas of specializa- 
tion should be recognized as a "minor" by each 
State in terms of the applicable State laws and 
regulations governing certification.^ 

B1 142.01 Number of Semester Hours of Credit. The 
number of semester hours (or quarter hours 
converted-see 81141.01) of credit earned 
by the staff member in each minor. 

B1143 Any Field or Area of Specialization Other 
Than Major or Minor The descriptive name of 
each field or area of specific preparation other 
than the staff member's major or minor. The 
field or area should be specified. 

B1 143.01 Number of Semester Hours of Credit 
Earned. The number o^ semester hours (or 
quarter hours converted-see 81141.01) of 
credit earned by the staff member in each 
field or area of specialization other than his 
mupr or minor. 

81144 Number of Semester Hours of Professional 
Education Credit Earned. The number (if any) 
of semester hours (or quarter hours converted- 
see 81141.01) of credit earned by the staff 



'For a uniform coding of fields of study, see A Taxonomy of 
Instructional Programs in Higher Education, published In 1970 
by the National Center for bducational Statistics, Office of 
Education, United States Departnrwnt of Health, Education 
and Welfare. (For sale by the Superintendent of Documents, 
Catalog No. HE 5.250:50064, U.S. Government Printing 
Office, Washington, D.C. 20402. Price: 45 cents.) 
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member in recognized undergraduate and grad- 
uate professional education courses. 

81145 Total Number of Semester Hours of Credit 
Earned. The total number of semester hours 
(or quarter hours co nverted -see 81141.01) of 
credit earned by the staff member in under- 
graduate and graduate study. 

B1200 Other Education. Any study or training pro- 
gram completed by the staff member other 
than in a regular undergraduate or graduate 
course or program. Examples would include 
computer programing and automobile repair 
courses given by private companies, manage- 
ment seminars given by professional organiza- 
tions, adult education courses, and safety 
programs taught by civic groups (e.g., the Red 
Cross). This category encompasses other educa- 
tion both prior to and during current employ- 
ment. 

81210 Inservice Education . Any study or training 
program sponsored by the staff member's 
employer and completed during the staff mem- 
ber's period of employment. Inservice educa- 
tion, as defined in this handbook, is a program 
of systematized activities promoted or directed 
by the staff member's employer that con- 
tributed to the professional or occupational 
growth and competence of the staff member 
during his time of serviqe. College courses 
completed for credit should be entered under 
81100. 

81211 Type of Activity. The descriptive name (sub- 
ject matter) of each course, committee service, 
workshop, or other inservice study or training 
program completed by the staff member. 

81212 Institution/Agency Offering Activity. The 
name of the institution or company (e.g., a 
local school system or private firm), the agency 
(e.g., the State education agency, the county 
government, or health department), or the 
organization (e.g., the Red Cross or an em- 
ployee organization) which offered the inserv- 
ice education completed by the staff member. 

81213 Date and Duration of Activity. The year in 
which the inservice activity was completed by 



the staff member and the duration of the 
:^ctivity. 

B1214 Amrd (If Any) Received Upon Completion. 
The award (e.g., promotion, additional salary, 
certificate of completion), if any, given the 
staff member upon completion of the inservice 
activity. 

B1220 Other Than Inservice Education . Any study or 
training program completed by the staff mem- 
ber which was not sponsored by his employer, 
but which is recognized by the LEA as having 
significance in staff assignments. 

B1221 Type of Activity. The descriptive name 
(subject matter) of each course, committee 
service, workshop, or other study or 
training program completed by the staff 
member, which was not sponsored by his 
employer. 

81222 Institution/Agency Sponsoring Activity. The 
name of the institution or company (e.g., a 
local school system or private firm), the agency 
(e.g., the State education agency, the county 
government, or health department), or the 
organization (e.g., the Red Cross or an em- 
ployee organization) which sponsored the 
other-than-inservice education completed by 
the staff member. 

81223 Date and Duration of Activity. The year in 
which the other-than-inservice education was 
completed by the staff member and the dura- 
tion of the activity. 

81224 Award (If Any) Received Upon Completion. 
Entry indicating the award (e.g., promotion, 
additional salary, certificate of completion), if 
any, given the staff member upon completion 
of other-than-inservice activity. 

81230 Internship/Apprenticeship. Data on any period 
during which the staff member formally served 
as an intern or an apprentice (e.g., the inclusive 
dates of that period, the name and location of 
the employer, and the occupational area or the 
internship or apprenticeship). Internship/ 
apprentic ship both prior to and during current 
employment should be entered here. 



81300 Credentials. Data on each active certificate, 
license, permit, or other credential held by the 
staff member which are significant in terms of 
assignment. 

B1310 Teaching Certificate or License . The legal 
document giving authorization from the State 
(or an agency or organization authorized by 
the State) to perform teaching assignment 
services for the LEA. 

81311 Name of Teaching Certificate or License. The 
complete title or name, including identification 
number, of each active teaching certificate held 
by the staff member. 

81312 Issuing Agency. The name of the agency (e.g.. 
State Department of Education) which issued 
each active teaching certificate held by the 
staff member. 

81313 Date of Issuance. The month, day, and year 
each active teaching certificate was issued to 
the staff member. 

81314 Date of Renev^al or Reissuance. The month, 
day, and year of renewal of each active 
teaching certificate, either by reissuance or 
endorsement by the issuing agency. 

81315 Date of Expiration. The month, day, and year 
when each active teaching certificate held by 
the staff member will expire. When the certifi- 
cate is renewed, the expiration date of the new 
certificate is recorded. 

81316 Specific Function Authorized. Each functional 
area within which the staff member is autho- 
rized to serve by each active teaching certifi- 
cate held. 

81317 Instructional Level(s) Authorized. The instruc- 
tional level or levels (e.g., elementary school, 
middle/junior high school, high school) within 
which the staff member is authorized to serve 
by each active teaching certificate held. 

81 31 8 Contact Group Specified. The grade or range of 
grades within which the staff member is 
authorized to serve by each active teaching 
certificate held. 
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B.-EPUCATI ON AND EXPERIENCE (Continued) 

B1319 Teaching Fields or Areas Authorized. The 
descriptive name of each teaching field within 
which the staff member is authorized to teach 
by each active teaching certificate held. The 
names of the fields should be in accordance 
with local and State practice and terminology. 
In a departmentalized organization, a teaching 
field is a major subdivision of the educational 
program such as language arts, mathematics, 
music, distributive education, and physical 
education. (See the E Series, Subject Matter 
Area.) In a nondepartmentalized situation or In 
a self-contained classroom, a general teaching 
level such as elementary or secondary may be 
the most accurate designation of a teaching 
field. 

B1321 CoursefsL Subject(s), or ActivityCes) Autho- 
rized. The descriptive name or title of each 
course, subject, or activity the staff member is 
authorized to teach by each active teaching 
certificate held. The descriptive names or titles 
should be in accordance with local and State 
practice and terminology and should be con- 
sistent with the names and titles in the E 
series. Subject Matter Area, and with OE 
Handbook VI. 

81330 Other Certificate or License. Any document, 
other than a teaching certificate, issued to a 
staff member by the State or other agency or 
association authorizing the holder to perform 
services for the LEA. Theoe documents would 
include both certificates to perform profes- 
sional support services (e.g., libraiianand dieti- 
tian certification as well as principal and 
superintendent certification) and licenses to 
perform nonprofessional support services (e.g., 
permits for electricians and special driver's 
licenses for bus drivers). Staff members holding 
more than one active certificate or license 
should provide data on each credential; those 
staff members holding both a teaching certifi- 
cate and another certificate (e.g., principals) 
should have entries under 81310 and 81330. 

81331 Name of Certificate or License. The complete 
title or name, Including Identification number. 



of each active certificate or license held by the 
staff member. 

81332 Issuing Agency. The name of the agency (e.g., 
State department of health. State education 
agency) which issued each active certificate or 
license held by the staff member. 

81333 Date of Issuance. The month, day, and year 
each active certificate or license was issued to 
the staff member. 

81334 Date of Renewal or Reissuance. The month, 
day, and year of renewal of each active 
certificate or license held, whether by reissu- 
ance or endorsement by the issuing agency. 

81335 Date of Expiration. The month, day, and year 
when each active certificate or license held by 
the staff member will expire. When the certifi- 
cate or license is renewed, the new expiration 
date is recorded. 

81336 Specific Function Authorized. Each functional 
area (other than teaching) within which the 
staff member is authorized to serve by each 
active certificate or license held. (See categories 
D2000 through D3000.) The descriptive name 
should be in accordance with local and State 
practice and terminology. 

B2000 EXPERIENCE 

Data on the work experience of the staff 
member prior to and including employment 
with the LEA. 

B2100 Prior Education-Related Expeilenoe. Data 

about the staff member's employment with 
other LEA's or educational institutions prior to 
current employment. 

82110 Dates of Each Employment. Inclusive dates of 
employment by each LEA, Statu education 
agency, or individual educational institution 
prior to current employment. 

82120 Previous Employing Agency . For each prior 
education-related employment, the name of 
the LEA or other educational institution, the 
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address, and the type of educational institution 
(see element B1 122 for examples). 

B2121 Nme. 

B2122 Address. 

82123 Type of Educational Institution. 

B2130 Natun of Assignment For each prior educa- 
tion-related employment the descriptive name 
(e.g., teaching, office/clerical, custodial) of the 
assignment performed by the staff member. 
(See the activity assignments in the C series.) If 
the assignment was professional educational, 
data on the instructional level and teaching 
field should be recorded, if applicable. 

B2140 Total Number of Years of Prior Education^ 
Related Experience . A cumulative total ex- 
pressed in years (e.g., 3 years, 2.5 years) of 
employment with an educational institution. 

B2141 Years of Public Education Experience. Total 
number of years of employment with public 
educational institutions. 

82142 Years of Nonpublic Education Experience. 
Total number of years of employment with 
nonpublic educational institutions. 

B2200 Prior Nomdueation Exparienca. Data about 
the staff member's prior employment in work 
not associated with an educational institution. 

B2210 Dates of Each Employment The inclusive 
dates of each of the staff member's noneduca- 
tion employment periods prior to current 
employment. 

B2220 Previous Employerfs) . For each prior nonedu- 
cation employment, the name of the employer 
(e.g., company, firm, or individual), the ad- 
dress, and the nature of the employer's busi- 
ness. 

82221 Name. 

B2222 Address. 

B2223 Nature of Business. 



B2230 Nature of Assignment For each prior nonedu- 
cation employment, the descriptive name (e.g., 
secretary, engineer, plumber) of the assignment 
performed by the staff member. 

B2240 Total Number of Years of Prior Noneducatlon 
Experience. A cumulative total expressed in 
years (e.g., 3 years, 6.5 years) of prior nonedu- 
cation employment. 

82300 Exparianca with Present Employer (other than 
current assignmant). Data on the work experi- 
ence of the staff member with the present 
employer (exclusive of the current assignment). 

B2310 Dates of Each Assignment Inclusive dates of 
each assignment with the current employer. 

82320 Nature of Each Assignment For each prior 
assignment, the descriptive name of the as- 
signment performed by the staff member (e.g., 
teaching, teaching aide, vehicle operating). 

82330 Years of Experience with Present Employer. 
The number of years, or fraction of a year, of 
each assignment and a cumulative total of years 
of employment with the present employer. 

B3000 RELATED EXPERIENCE 

Data on any other relevant experience of the 
staff member which the LEA regards as signifi- 
cant. 

B3100 Travel. The nature and dates of travel by the 
staff member to other countries or other parts 
of the United States when such travel is 
significant to the staff member's job require- 
ments and qualifications. 

B3200 Special Avoeational Interests and Skills. De- 
scription of any hobbies or other avocationat 
interests or skills o^ the staff member which 
may enhance the quality of performance of his 
or her job. Singing, art, music, writing, public 
speaking, and youth work are examples of 
interests and skills which may be included in 
this element. 

B3300 Other Aran of Informal Quiliftcatlon. Any 
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B,-EDUCATION AND EXPERIENCE (Contlnutd) 

other areas or fields in which the staff member 
has some special informal qualification or 
occupational training (e.g.i as a journeyman 
electridan). 

B3400 Empathy with Special Contact Groupi. Nota- 
tion of the staff member's interest and ability 
to work with any special contact groups, based 
on such factors as bilingualism, racial or ethnic 
background, or religion. If necessary, this 
element may be further subdivided into lan- 
guages spoken or other subelements at the 
discretion of the local administrator. 

B3500 Organiiational Memborshipt. Data concerning 
the organizations and/or associations to which 
the staff member has belonged. 

63510 VVdrhR§/§t9d Organlatlons . Those organiza- 
tions and associations which are in some way 
related to the staff member's work (e.g., 
professional associations, employee unions, 
organisations sponsored by the LEA). 

B3511 Name of Organliatlon. The name of each 
work-related organization or association to 
which the staff member belongs. 

B351? Data of Membenhtp. The month and year in 
which the staff member joined the work- 
related organization. 

83513 Offices Held. The title of any position of trust 
and leadership held by the staff member in the 
work-related organization to which he belongs. 

83614 Dates Offices Held The years and terms of 
office of any leadership position held by the 
staff member In a work-related organization. 

83520 Honorary, Cultural, and CMc Organtiatlons. 
Those organizations which serve some honor- 
ary, cultural, or civic purpose. This category 
would include community action groups, 
yoith groups such as the Boy Scouts ar.d Girl 
Scoitts, and municipal and local government 
coundls to which the staff member may have 
been elected or appointed. 

83521 Name of Organliatlon. The name of each hon* 
orary, cultural, or civic organization to which 
the staff member belongs. 



B3522 Date of Membership. The month and year in 
which the staff member joined each honorary, 
cultural, or civic organization. 

83523 Offices Held. The title of any position of trust 
and leadership held by the staff member in the 
honorary, cultural, or civic organizations to 
which he or she belongs. 

83524 Dews Offices Held. The years and terms of 
office of any leadership position held by the 
staff member in an honorary, cultural, or civic 
organization. 

C.-JOB CLASSIFICATION AND 
ACTIVITY ASSIGNMENT 

This series groups into general categories the kinds 
of work staff members perform within the LEA and 
divides these categories (or classifications) into activity 
assignments describing the major activities of each 
position. The job classifications, which are based upon 
the job categories defined and used by the Equal 
Employment Opportunity Commission, the Bureau of 
the Census, and the U.S. Department of Labor, are 
intended to identify the major skill levels needed in an 
LEA and to provide structure for LEA analysis, 
decisionmaking, and reporting to State and Federal 
agencies. Each general category may be subdivided by 
the local administrator into as many assignments as 
necessary, depending upon the size of the LEA and its 
own internal repbrting needs. 

The assignments identify the staff nfiember by what 
he or she does rather than by his or her job title, educa- 
tion, or experience. A staff member with a Doctor of 
Philosophy degree who is working as a programer or 
teaching auistant would be classified under C4008 or 
C4012 respectively, even though these essignments are 
designated as 'Technical." However, a staff member 
who performs as a business manager would be placed 
under the "Supervising/Managing/Directing" assign- 
ment (C1010) in the ''Official/Administrative" classifi- 
cation, even if he or she has less than a high school 
diploma and no prior business experience. 

If a staff member has more than one activity 
assignment, the full-time equivalency of each assign- 
ment should be recorded. (See chapter 6, page 88.) 

C1000 OFFICIAL/ADMINISTRATIVE 

A grouping of auignments comprising the 
various skill levels required to perform manage- 



ment activities, such as developing broad poli- 
cies for the LEA and executing these policies 
through direction of staff members at all LEA 
levels. Those activities performed directly for 
policymalcers are also included here. The "Of- 
ficial/Administrative" classification does not 
preclude "Professional-Educational" or "Pro- 
fessional-Other'' status. 

Under the "Official/Administrative" classifica- 
tion, the following activity assignments are the 
most common in the LEA; the list may be 
expanded as necessary at the discretion of the 
local administrator. 

C1001 Administrative Assistant Assignnwnt An as- 
signment to perform activities assisting an 
executive officer in performing his assigned 
activities in the LEA. 

C1002 Administrative Intern Assignment An assign- 
ment to perform activities as part of an 
internship plan involving supervision and 
periodic evaluation of the employee. 

C1003 Asiiitant/Oeputy/Associete Superintendent As- 
signment An assignment to a staff member 
(e.g., an assistant deputy, or associate superin- 
tendent) to perform high-level, systemwide, 
executive management functions in an LEA. 

CI 004 Assistant Principal Assignment An assignment 
to a staff member (e.g., an assistant, deputy, or 
associate principal) to perform high-level 
executive management functions in an in- 
dividual school, group of schools, or units* 
of an LEA. 

CI 005 Board of Education Member Assignment An 

assignment to perform activities as a member 
of a legally constituted body which has been 
created and vested with responsibilities for 
educational activities in a given geographical 
area. 

C1006 Foreman Assignment An assignment con- 
sidered to be a function of management, to 
supervise the day-to-day operations of a group 
of sicilled, semisl(illed, or unslcilled workers 
(e.g., warehousit or garage worlcers). 



CI 007 Ombudsman Assignment An assignment to 
receive and investigate complaints made by 
individuals against alleged abuses resulting from 
capricious acts by LEA administrative officials. 
(The ombudsman usually worlds for the board 
of education in a quasi-official status.) 

CI 008 Principal Auignment. An assignment to per- 
form the highest level executive management 
functions in an individual school, a group of 
schools, or units of an LEA. 

C1009 Superintendent Assignment. An assignment to 
a staff member (e.g., chief executive of schools 
or chancellor) to perform the highest level, 
systemwide, executive management functions 
of an LEA. 

C1010 Supervising / Meneging / Directing Assignment 

An assignment'to direct staff members and man- 
age a function, a program, or a supporting serv- 
ice. As with all activity assignments, the scope of 
this assignment is identified in F 1100. Examples 
of staff members having this assignment include 
chairmen of academic departments, supervisors 
of purchasing, directors of physical plant main- 
tenance, business managers, cafeteria directors, 
and managers of psychological services. (This in- 
cludes curriculum supervisors who manage staff 
members.) 

CI Oil Tax Assessing/Collecting Assignment An as- 
signment to provide services in the assessment 
of real and personal property for tax computa- 
tion purposes and in the collection of taxes for 
the LEA. 

C2000 PROFESSIONAL-EDUCATIONAL 

A grouping of assignments requiring a high 
degree of Icnowledge and sicills acquired 
through at least a baccalaureate degree (or its 
equivalent obtained through special study 
and/or experience), including sicills in the field 
of education or educational psychology. 

Under the "Professional-Educational" classi- 
fication, the following activity assignments are 
the most common in the LEA; the list may be 
expanded as necessary at the discretion of the 
local administrator. 
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ASSIGNMENT (ContiniMd) 



terns analysts, budget analysts, statistical ana- 
lysts, and psychological analysts. 



C2001 Curriculum Speciallit Assignment An assign- 
ment to a staff member who has expertise in a 
specialized field to provide information and 
guidance to other staff members to improve 
the curriculum of an LEA. This assignment 
would includp the curriculum consultant and 
curriculum supervisor. 

C2002 Counieling Anignment An assignment to per- 
form the activities of assisting pupils and 
assisting parents and teachers to assist pupils in 
making personal plans and decisions in relation 
to education, career, or personal development. 

C2003 Libnrian/Mtdia Auignment An assignment to 
develop plans for and manage the use of 
teaching and learning resources, including 
equipment, content material, and services. 

C2004 Remedial Specialist Assignment An assignment 
to perform activities concerned with correcting 
or improving specific marked deficiencies (such 
as a deficiency in content previously taught but 
not learned) which are not due to impairment 
of mental or physical ability. 

C200S Teaching Assignment An assignment to in- 
struct pupils/students. 

C3000 PROFESSIONAL-OTHER 

A grouping of assignments requiring a high 
degree of knowledge and skills acquired 
through at least a baccalaureate degree ( or its 
equivalent obtained through special study 
and/or experience), but not requiring skills in 
the field of education. 

Under the "Professional -Other" classification, 
the following activity assignments are the most 
common in the LEA; the list may be expanded 
as necessary at the discretion of the local 
administrator. 

C3001 Accounting Assignment An assignment to de- 
sign and maintain financial, staff, pupil, pro- 
gram, or property records; to summarize, an- 
alyze, or verify such records; and/or to control 
and certify expenditures and receipts. 

C3002 Analyst Atsignmmt. An assignment to ex- 
amine, evaluate, and make recommendations in 
such areas as cost, systems, curriculum, or 
other educational sectors. Examples of staff 
members having this assignment include sys- 



C3003 Architect Assignment. An assignment to a staff 
member who is licensed as an architect to per- 
form activities such as designing and preparing 
plans and specifications for the construction, 
remodeling, or repair of buildings and facilities 
and overseeing construction to ensure com- 
pliance with plans and specifications. 

C3004 Audiologist Assignment An assignment to pro- 
vide services such as diagnostic evaluation, 
habilitative and rehabilitative services, and re- 
search related to hearing. 

C3005 Auditing Auignment An assignment to per-' 
form activites concerned with examining, veri- 
fying, and reporting on the accounting records 
of the LEA. 

C3006 Dentist Assignment An assignement to a staff 
member who is licensed as a dentist to diagnose 
and treat diseases, injuries, and malformations of 
the teeth and gums. 

C3007 Dietitian/Nutritionist Assignment An assign- 
ment to plan and direct food services programs, 
including determining the nutritional value of 
food for meals. 

C3008 Editing Assignment An assignment to select, 
write, and review materials for publication. 

C3008 Engineer Assignment. An assignment to a staff 
member who is licensed as an engineer to per- 
form activities such as designing and preparing 
plans and specifications for sites, building struc- 
tures, and service sy^ems, and supervising their 
development, construction, operation, mainte- 
nance, and improvement. 

C3010 Evaluating Assignment. An assignment to de- 
termine the value or effect of plans, programs, 
and activities by appraisal of data and activities 
in light of specified goals and objectives. 

C3011 Legal Assignment. An assignment to a staff 
member qualified to practice law to perform 
such activies as conducting lawsuits, drawing 
up legal documents, and advising the LEA on 
legal rights. 

C3012 Negotiating Assignment. An assignment to 
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perform such activities as resolving labor/man- 
agement problems and helping to settle dis- 
putes and effect compromises. This assignment 
would include representatives of either manage- 
ment or labor (e.g., shop stewards). 

C3013 Opthalmoloflitt Aiiignmont An assignment to 
a staff member who is licensed as a physician 
and certified as an opthalmologist to provide 
specialized services in th6 care of the eye and 
its related structures. 

C30H Optometrist Aisignment An assignment to a 
staff member who is a licensed optometrist to 
treat optical and muscle defects of the eye 
without the use of drugs or surgery. 

C3015 Personnel Aiilgnment An assignment to per- 
form activities concerned with staff recruit- 
ment, selection, training, and assignment; main- 
taining staff records; and working with admin- 
istrators in developing pension and insurance 
plans. 

C3016 Physician Assignment An assignment to a staff 
member who is licensed as a medical doctor to 
diagnose and treat diseases and disorders of the 
human body. 

C3017 Planning Assignment An assignment to per- 
form activities concerned with selecting or 
identifying the goals, priorities, and objectives 
of the LEA and formulating the courses of 
action to fulfill these objectives. 

C3018 Psychiatrist Assignment An assignment to a 
staff member who is licensed as a physician and 
certified as a psychiatrist to study, diagnose, 
and treat diseases and disorders of the mind. 

C3019 Piychologiit Assignment An assignment to a 
staff member who is licensed as a psychologist 
to evaluate and analyze pupils' behavior by 
measuring and interpreting their intellectual, 
emotional, and social development, and diag- 
nosing their educational and personal dis- 
abilities. 

C3020 Public/Community Relations AMignment An 

assignment to fc^'er good relations between 
the LEA and the pt as a whole, by planning 



and conducting programs to disseminate infor- 
mation through such . media as newspapers, 
radio and television, public forums, and civic 
activities, and by reviewing material for and 
directing preparation of LEA publications. 

C3021 Registered Nursing Assignment An assignment 
to a staff member who Is licensed as a 
registered nurse to perform activities requiring 
substantial specialized judgment and skill in the 
observation, care, and counsel of ill and injured 
persons, am in illness prevention. 

C3022 Registrar Assignment An assignment to coordi- 
nate and direct LEA registration activities, 
including compilation and analysis of registra- 
tion data for administrative use. 

C3023 Research and Development Assignment. An 

assignment to perform activities concerned 
with systematic study and investigation 
using the products of research and judg- 
ment to improve educational programs. 

C3024 Social Work Aulgnment. An assignment to 
assist in the prevention of, or solution to, 
those personal, social, and emotional prob- 
lems of individuals which involve sucfi rela- 
tionships as those of the family, school, 
and community. 

C3025 Statistician Aulgnment. An assignment to plan 
surveys and collect, summarize, and interpret 
numerical data, applying statistical theory and 
methods to provide usable information. 

C3026 Therapist Assignment. An assignment to per- 
form activities involving occupational or 
physical methods of treatment and rehabilita- 
tion without the use of drugs or surgery. 



C4000 TECHNICAL 

A grouping of assignments requiring a combina- 
tion of basic scientific knowledge and manual 
skills which can be obtained through approxi- 
^ mately 2 years of post-high school education, 
such as is offered In community /junior colleges 
and technical Institutes, or through equivalent 
special study and/or on*the-iob training. 
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Under the "Technical" classification, the fol- 
lowing activity assignments are the most com- 
mon in the LEA; the list may be expanded as 
necessary at the discretion of the local adminis- 
trator. 

C4001 Aulstant Counseling Assignment. An assign- 
ment, under the supervision or direction of a 
counselor, to perform the activities of assisting 
pupils, as well as parents and teachers or other 
staff who advise pupils, to help them in making 
plans and decisions in relation to education, 
career, or personal development. 

C4001 Audiometrist Assignment An assignment to 
administer audiometric (hearing acuity) screen- 
ing tests under the supervision of an audiologist 
or physician. 

C4003 Computer Operating Assignment. An assign- 
ment to operate and control computers and 
related peripheral equipment. 

C4005 Dental Hyglenlst Assignment. An assignment to 
a staff member who is licensed as a dental 
hygienist to perform dental prophylactic treat- 
ments and to instruct others in the care of 
teeth and mouth. 

C4006 Graphic Arts Assignment. An assignment to 
plan and arrange art layouts to illustrate 
programs or processes for publication lemon* 
stration, and more effective communication. 

C4006 Inspector Assignment. An assignment to ap- 
prove the condition of equipment and build- 
ings as they relate to safety and health, and the 
condition of new construction as it relates to 
specifications and codes. 

C4007 Practical Nursing Assignment. An assignment 
to perform auxiliary medical services, such as 
taking and recording temperature, pulse, and 
respiration rate, and giving medication under 
the supervision of a physician or a registered 
nurse. 

C4008 Programing Assistant. An assignment to pre- 



pare logical coded sequences of operations to 
be performed by a computer in solving prob- 
lems or processing data. 

C4009 Psychometrist Assignment. An assignment to 
perform activities concerr/ed with measuring 
the intellectual, social, and emotional develop- 
ment of pupils through the administration and 
interpretation of psychological tests. These 
activities are usually carried out under the 
direction or supervision of a psychologist or 
related professional. 

C4010 Purchasing Agent Assignment. An assignment 
to perform activities concerned with buying 
supplies, equipment, and materials used in the 
operation of the LEA. 

C4011 Student-Teaching Assignment. An assignment 
to instruct pupils under the supervision ofacer- 
tificated teacher as part of a formalized higher 
education program of teacher preparation. 

C4012 Teaching Assistant Assignment. An assignment 
to perform the day-to-day activities of teaching 
pupils under the supervision of a teacher. The 
teaching assistant assignment does not include 
diagnostic or long-range evaluative decisions 
regarding pupils taught. Staff members having 
this assignment may or may not be certificated 
but have completed at least 2 years of formal 
education preparatory for teaching or the 
equivalent in experience or training. 

C4013 Teaching Intern Assignment. An assignment to 
instruct pupils held by a person who has not 
fulfilled all the requirements for a professional 
in the teaching field. This person usually has a 
professional level of competence in a field 
other than education and is allowed in teach 
while obtaining the necessary knowledge and 
skills in education and/or educational psychology. 

C5000 OFFICE/CLERICAL 

A grouping of assignments to perform the 
activities of preparing, transferring, transcrib- 
ing, systematizing, or preserving communica- 
tions, records, and transactions, regardless of 
the level of skills required, where the activities 
are predominantly nonmanual. 
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Under the ''Office/Clerical" classification, the 
following activity assignments are the most 
common in the LEA; the list may be expanded 
as necessary at the discretion of the local 
administrator. 

C5001 Bookkeeping Aulgnment. An assignment to 
keep a systematic record of accounts or trans- 
actions and to prepare statements. 

C5002 Clerical Auignment. An assignment to perform 
activities concerned with preparing, transfer- 
ring, transcribing, systematizing, or filing writ- 
ten communications and records. This assign- 
ment includes the positions of clerk, clerk- 
typist, stenographer, file clerk, and secretary. 

CB003 Messenger Aiiignment. An assignment to de- 
liver messages, documents, packages, and other 
items to offices or departments within or 
outside the LEA. 

CS004 Records Managing Auignment. An assignment 
to perform activities concerned with establish- 
ing and maintaining an adequate and efficient 
system for controlling the records of the LEA. 

CSOO& Teaching Akie Assignment. An assignment to 
assist a teacher with routine activities associ- 
ated with teaching (i.e., those activities re- 
quiring minor decisions regarding students, 
such as monitoring, conducting rote exercises, 
operating equipment, and clerking). 

C6000 CRAFTS AND TRADES 

A grouping of manual assignments requiring a 
relatively high skill level (usually acquired 
through an extensive period of training) as well 
as requiring considerable judgment and a 
thorough and comprehensive knowledge of the 
processes involved in the work. 

Under the "Crafts and Trades" classification, 
the following activity assignments are the most 
common in the LEA; the list may be expanded 
as necessary at the discretion of the local 
administrator. 

06001 Carpantaring Atlignmtnt. An assignment to 



perform activities involved in constructing, 
erecting, installing, and repairing wooden struc- 
tures and fixtures. 

C6002 Electrician Assignment. An assignment to per- 
form activities involved with planning layout, 
installing, and repairing wiring, electrical fix- 
tures, apparatus, and control equipment. 

C6003 General Maintenance Assignment. An assign- 
ment to perform activities concerned with 
repair and upkeep of buildings, machinery, and 
electrical and mechanical equipment. 

C6004 Maioning Assignment. An assignment to per- 
form activities involved with working with 
stone, brick, concrete, artificial stone, and the 
like in constructing, erecting, and repairing 
structures and fixtures. 

C6005 Madianic Anlgnment. An assignment to per* 
form activities involved with inspecting, repair- 
ing, and maintaining functional parts of 
mechanical equipment and machinery. 

C6006 Painting Auignment. An assignment to per- 
form activities involved with painting, varnish- 
ing, and staining the interior and exterior of 
buildings and fixtures. 

C6007 Plastering Assignment. An assignment to per* 
form activities involved with applying and 
repairing plaster in the interior and on the 
exterior of buildings. 

C6008 Plumbing Assignment. An assignment to per- 
form activities involved with assembling. In- 
stalling, and repairing pipes, fittings, and fix- 
tures of heating, water, and drainage systems. 

C7000 OPERATIVE 

A grouping of manual assignments requiring an 
intermediate skill level (which can be mastered 
in a few weeks through limited training) 
necessary to perform machine operating activl* 
ties. 

Under the "Operative" classification, the fol* 
lowing activity assignments are thQ most com* 
mon in the LEA; the list may be expanded as 
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necessary at the discretion of the local ad- 
ministrator. 

07001 Crafts and Trades Apprenticeship Assignment. 

An assignment to perform the activities of an 
apprentice In crafts and trades (see C6000). 

C7002 Dispatching Assignment. An assignment to 
assign vehicles and drivers to perform specific 
services and to record such information con- 
cerning vehicle movement as the LEA may 
require. 

C7003 Vehicle Operating Assignment An assignment 
consisting primarily of driving a vehicle such as 
a bus, truck, or automobile used in the service 
of the LEA. 

C8000 LABORER 

A grouping of manual assignments which gen- 
erally require no special training. All laborers 
performing lifting, digging, mixing, loading, 
and pulling operations would be classified in 
this general job classification. Under the 
"Laborer" classification, the one fairly com- 
mon specific activity assignment associated 
with an LEA Is groundskeeping; other activity 
assignments may be added by the local ad- 
ministrator If needed by a particular LEA. 

CSOOt Groundskeeping Auignment. An assignment to 
maintain grounds owned, rented, or leased, and 
used by the LEA. This assignment does not 
include the operation of machinery requiring 
semiskilled training or experience. 

C9000 SERVICE WORK 

A grouping of assignments, regardless of level 
of difficulty, which relate to both protective 
and nonprotective supportive services. Under 
the "Service Work" classification, the following 
activity assignments are the most common in 
the LEA; the list may be expanded as necessary 
at the discretion of the local administrator. 

C9001 Attendance Officer Assignment. An assignment 
to enforce compulsory attendance laws. 
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C9002 Custodian Assignment, An assignment to per- 
form LEA plant housekeeping and servicing 
activities consisting of cleaning; operating 
heating, ventilating, and air-conditioning 
systems; and servicing building equipment 

C9003 Elevator Operating Auignment. An assignment 
to transport passengers and freight between the 
floors of a building via elevator. 

C9004 Food Service Assignment. An assignment to 
perform the activities of preparing and serving 
food. 

C9005 Guard/Watchman Assignment. An assignment 
to perform activities concerned with maintain- 
ing the safety and security of LEA property, 
facilities, and personnel. 

C9006 Monitoring Assignment An assignment to per- 
form such activities as helping to keep order on 
buses, playgrounds, and in lunchrooms, and 
taking attendance. This assignment would in* 
elude traffic guards for loading buses. 

C9007 Stores Handling Assignment. An assignment to 
perform the activities of receiving, storing, and 
dispensing school supplies, materials, and 
equipment 



D.-FUNCTION AND PROGRAM 
ASSIGNMENT 

The D series provides data on the nature of the 
function and program or support service to which the 
staff member is assigned. (If a staff nrwmber is assigned 
to more than one function and program area^ the 
full-time equivalency of assignment to each area should 
be recorded). Function, or purpose which the staff 
member serves, includes activities or actions performed 
to accomplish the objectives of the LEA. 

The four main functions of the LEA-instruction, 
supoorting services, community services, and debt 
services-are divided into subfunctions. Subfunctions 
are divided into programs (service areas) which are 
further divided into subprograms (areas of responii 
bJity). Each of the subfunctions, service areas, and 
areas of responsibility consist of activities which have 
somewhat the same general operational objectives 
Furthermore, categories of activities comprising each 



of these areas are grouped according to the principle 
that the activities should be combinable. comparable, 
relatable, and yet mutually exciuiive. The following 
illustration is given to clarify the log cal arrangement: 

FUNCTION 

1000 Instruction 2000 Supporting Sen/ices 

SUBFUNCTION 

1100 Regular Programs 2100 Support Services-Pupils 

SERVICE AREA 

1110 Elementary 2110 Attendance and Social 
Programs Work Services 

AREA OF RESPONSIBILITY 

1111 Program #1 2111 Service Area 

. -lo hnstvn _ Direction 

Elementary School 

The handbool< is not intended to dictate how LEA 
administrative functions should be arranged into an 
organizational structure. However, the handbool< does 
identify and define the data elements which can be 
arranged into any organizational structure according to 
the needs and objectives of the LEA. 

It should be noted that the listing of data elements 
in this series corresponds exactly to the function 
dimension in Handbool< II. thus providing one of the 
most important data linkages in the State Educational 
Records and Reports series. 



D1000 INSTRUCTION 

Activities dealing directly with the teaching of 
pupils or with the interaction between teacher 
and pupils. Teaching may be provided for 
pupils in a school classroom, in another loca- 
tion such as in a home or hospital, and in other 
learning situations such as those involving 
cocurricular activities. It may also be provided 
through some other approved medium such as 
television, radio, telephone, or correspondence. 
Included here are the services of aides or any 
other type assistance (clerks, markers, teaching 
machines, etc.) in the instructional process. 

D1100 Regular Programs. Instructional activities de- 
signed primarily to prepare pupils for activities 
as citizens, family members, and workers, as 
contrasted with programs designed to improve 



or overcome physical, mental, social, and/or 
emotional handicaps. Regular urograms include 
"Elementary Programs," "Middle/Junior High 
Programs," "High School Programs," and 
"Other Regular Programs." 

D 111 0 Elemen tary Program s. Learning experiences 
concerned wih the knowledge, skills, apprecia- 
tions, attitudes, and behavioral characteristics 
which are considered to be needed by all pupils 
in terms of their awareness of life within our 
culture and the world of work. These experi- 
ences normally may be achieved during the 
elementary school years. 

D1120 Middle/Junior High Programs. Learning experi- 
ences concerned with the knowledge, skills, 
appreciations, attitudes, and behavioral charac- 
teristics which are considered to be needed by 
all pupils in terms of understanding themselves 
and their relationships with society and various 
career clusters. These experiences normally 
may be achieved during the middle and/or 
junior high school years (as defined by apphca- 
ble State laws and regulations). 

D1130 High School Programs. Learning experiences 
concerned with the knowledge, skills, apprecia- 
tions, attitudes, and behavioral characteristics 
which are considered to be needed by all pupils 
in terms of understanding themselves and their 
relationships with society and various occupa- 
tions and/or professions. These experiences 
normally may be achieved during the high 
school years. 

D1131 Preparatory, Postsecor\dary Education Pr<y 
grams. Learning experiences concerned ^<th 
the knowledge, skills, appreciations, attitudes, 
and behavioral characteristics which are con- 
sidered to be needed by those pupils daslrlng 
further education in postsecondary educatloa 
programs. These experiences normally may be 
achieved during the secondary school years. 

D1132 Preparatory, Postsecor\dary Employ merit Pro* 
grams. Learning experiences concerned with 
the knowledge, skills, appreciations, attitudrs, 
and behavioral characteristics which are con- 
sidered to be needed by those pupils desiring 
immediate postsecondary employment. These 
experiences normally may be achieved during 
the secondary school years. 
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D1139 Other High School Programs, Any high school 
programs which cannot be classified above. 

D1190 Other Regular Programs . Any regular programs 
which cannot be classified above. 

D1200 Special Programs. Instructional activities de- 
signed primarily to deal with pupils having 
special needs. The "Special Program" subfunc- 
tion includes preprimary, elementary, and 
secondary services for the (1) gifted and 
talented, (2) mentally retarded, (3) physically 
handicapped, (4) emotionally disturbed^ (5) 
culturally different, (6) pupils with learning 
disabilities, and (7) for other types of pupils 
requiring special programs. 

D1210 Programs for the Gifted and Talented . Special 
learning experiences for pupils identified as 
being mentally gifted or talented in areas such 
as the following: general academic, fine arts, 
and vocational and technical. 

D1220 Programs for the Mentally Retarded . Special 
learning experiences for pupils identified as 
being mentally retarded according to degree of 
retardation. Pupils in this category are classi- 
fied educationally as educable mentally re- 
tarded, trainable mentally retarded, and se- 
verely mentally retarded. 

D1230 Programs for the Physically Handicapped . 
Special learning experiences for pupils identi- 
fied as having one or more physical handicaps; 
e.g., blindness, deafness, speech impairment, 
and lameness. 

D1240 Programs for the Emotionally Disturbed . Spe- 
cial learning experiences for pupils identified as 
having emotional problems that require special 
services. 

D1250 Programs for the Culturally Different Special 
learning experiences for pupils whose back- 
grounds are so different from those of most 
pupils that they have been identified as needing 
additional educational opportunities beyond 
those provided in the usual school program. 
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Examples of such programs are bilingual educa- 
tion, migrant educatio and compensatory 
education programs. 

D1260 Programs for Pupils With Learning Disabilities . 
Special learning experiences for pupils identi- 
fied as having deficiencies in one or more 
aspects of the cognitive process and as being 
underachievers in relation to their overall 
abilities. 

D1290 Other Special Programs . Other special learning 
experiences, such as those for dropouts and 
delinquents, which cannot be classified 
above. 

D1300 Adult/Continuing Education Programs. Learn- 
ing experiences designed to develop knowledge 
and skills to meet both the immediate and 
long-range educational objectives of adults 
who, having completed or interrupted formal 
schooling, have accepted adult roles and ras 
ponsibilities. Programs include activities to 
foster the development of fundamental tools 
of learning, to prepare students for a pott- 
secondary career, to prepare students for pott- 
secondary education programs, to upgrade 
occupational competencies, to prepare stu- 
dents for a new or different career, to dev<^1op 
skills and appreciations for special interests, or 
to enrich the aesthetic qualities of life. 

D1310 Adult Basic Education Programs . Learning 
experiences concerned with providing tha 
fundamental tools of learning to adults who 
have never attended school or who Kaivt 
interrupted formal schooling and need thii 
knowledge and these skills to raise their level 
of education^ to increase self confidence and 
or self determination! to prepare for an Ocdu- 
pation, and to function more responsibly ai 
citizens in a democracy. 

D1320 Advanced Adult Education Programs. Learning 
experiences designed to develop the kOM^I 
edge, skills, appreciations, attitudes, an4 be- 
havioral characteristics considered to ba 
needed by adults who, having completed or 
interrupted formal schooling, have acc^ad 
adult roles and responsibilities and are prepir- 
ing for postsecondary careers and/or polt- 
secondary education programs. 



D1330 Occupa ti onal Pro g rams. Learning experiences 
concerned with the skills and knowledge re- 
quired to prepare learners for immediate em- 
ployment in an occupation or cluster of 
occupations. (This type of program is the same 
as that for secondary or junior college students 
but differs in that adults are the students 
served.) 

D1340 Upgradi ng in C urrer)t O ccupatior) Programs . 
Learning experiences concerned with skills and 
knowledge designed primarily to extend or 
update workers' competencies for occupations 
in which they are directly employed. 

D1350 Retraining for New Occupation Programs . 
Learning experiences concerned with the skills 
and knowledge required for preparation for 
employment in a new and different occupa- 
tion. 

1360 Special Interest Programs. Learning experiences 
concerned with the skills and knowledge re- 
quired to prepare adults for a subordinate 
occupation in addition to their vocation. Such 
programs also may be called avocational pro- 
grams. 

D1370 Life Enrichment Programs . Learning experi- 
ences concerned with skills and knowledge 
designed primarily for enjoyment, without 
regard to a vocation. 

D1390 Other Adult /Continuin g Education Programs . 
Other adult/continuing education programs 
which cannot be classified above. 

D2000 SUPPORTING SERVICES 

Services which provide administrative, techni- 
cal, personal (such as guidance and health), and 
logistical support to facilitate and enhance 
instruction and. to a lesser degree, community 
services. 

D2100 Support Servicef-Pupili. Activities which are 
designed to assess and Improve the well-being 
of pupils and to supplement the teaching 
process. 

D2110 Attendance and Social Worl( Services , Activi- 
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ties which are designed to improve pupil 
attendance at school or which attempt to 
prevent or solve pupil problems involving the 
home, the school, and the community. 

021 11 Service Area Direction. Activities associated 
with directing and managing attendance and 
social work services. 

02112 Attendance Services. Activities such as prompt 
identification of patterns of nonattendance, 
promotion of positive attitudes toward attend- 
ance, analysis of causes of nonattendance, 
early action on problems of nonattendance, 
and enforcement of compulsory attendance 
laws. 

021 13 Social Work Services. Activities such as investi- 
gating and diagnosing pupil problems arising 
from the home, school, or community; case- 
work and group work services for pupils and 
families; interpreting the problems of pupils 
for other staff members; and promoting change 
in the circumstances surrounding the individual 
pupil which are related to his problem. 

02114 Pup/7 Accounting Services. Activities con- 
cerned with accumulation and maintenance of 
records on school attendance, location of 
home, family characteristics, and other census 
data. Portions of these records become part of 
the cumulative record which is maintained for 
the purposes of counseling and guidance. 

02119 Other Attendance and Social Work Services. 
Other attendance and social vw)rk services 
which cannot & classified above. 

D2120 Guidance Services . Activities co.icerned with 
counseling pupils and parents, providing con- 
sultation with other staff memb*irson learning 
problems, assisting pupils in personal and social 
development, assessing the abilities of pupils, 
assisting them as they make their own educa- 
tional and career plans and choices, providing 
referral assistance, and working with other 
staff members in planning and conducting 
guidance programs for pupils. 

02121 Service Area Direction. Activities associated 
with directing and managing guidance services. 
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D2122 Counseling Services. Activities concerned with 
the relationship between pupils and pupils, 
counselors and pupils as counselees, and be- 
tween counselors and other staff members and 
parents for the purpose of assisting pupils to 
understand their educational, personal, and 
occupational strengths and limitations, to re- 
late their abilities, emotions, and aptitudes to 
educational and career opportunities, to utilize 
their abilities in formulating realistic plans, and 
to achieve satisfying personal and social de- 
velopment. 

D2123 Pupil Appraisal Services. Activities havinq as 
their purpose the assessment of pupil charac- 
teristics for administrative and instructional 
purposes and for guidance in assisting the pupil 
in assessing goals and progress in personality 
and career dftvelopment. Test records and 
materials used for pupil appraisal are usually 
included in each pupil's cumulative record. 

D2124 Information Senrices. Activities organized for 
the dissemination of educational, occupational, 
and personal/social information to help ac- 
quaint pupils with the curriculum and with 
educational and vocational opportunities and 
requirements. Such information might be pro- 
vided directly to pupils through group or 
individual guidance, or indirectly through staff 
members or parents. 

D2125 Records Maintenance Services* Activities orga- 
nized for the compilation, maintenanro, and 
interpretation of cumulative records of indi- 
vidual pupils, including systematic considera- 
tion of factors such as: 

• Home and family background 

• Physical and medical status 

• Standardized test results 

• Personal and social development 

• School performance 

D2126 Placement Services. Activities organized (1) to 
help place pupils in appropriate educational 
situations and/or in appropriate part-time em- 
ployment while they are in school, and in 
appropriate educational and occupational 



situations after they leave school; and (2) to 
help pupils in making the transition from one 
educational experience to another. The latter 
may include, for example, admissions counsel- 
ing, referral services, assistance with records, 
and followup communications with employers. 

D2129 Other Guidance Services. Other guidance serv- 
ices which cannot be classified above. 

021 30 Health Services . Physical and mental health 
services which do not involve direct instruc* 
tion. Included are activities involved with 
providing pupils with appropriate medical, 
dental, and nursing services. 

02131 Senfice Area Direction. Activities associated 
with directing 2nd managing health services. 

02132 Medical Services. Activities concerned with the 
physical and mental health of pupils, such as 
health appraisal, including screening for vision, 
communicable diseases, and hearing deficien- 
cies; screening for psychiatric services; periodic 
health examinations; emergency injury and 
illness care; and communications with parents 
and medical officials. 

02133 Dental Services. Activities associated with 
dental screening, dental care, and orthodontic 
activities. 

02134 Nursing Services. Noninstructional nursing 
activities, such as health inspection, treatment 
of minor injuries, and referrals i^: other health 
services. 

02139 Other Health Services. Other health services 
which cannot be classified above. 

02140 Psychological Services . Activities concerned 
with administering psychological tests and in- 
terpreting the results, gathering and inter- 
preting information alpout pupil behavior, 
working with other staff members in planning 
school programs to meet the special needs of 
pupils as indicated by psychological tests and 
behavioral evaluations, and planning and man- 
aging a program of psychological sen/ioes, 
including psychological counseling for the 
school or local education agency. 
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D2141 Sen/Ice Area Direction. Activities associated 
with directing and managing psychological 
services. 

D2142 Psychological Testing Services. Activities con- 
cerned with administering psychological tests, 
standardized tests, and inventory assessments 
of ability, aptitude, achievement. Interests, and 
personality, and the interpretation of these 
measures for pupils, school personnel, and 
parents. 

D2143 Psychological Counseling Services. Activities 
which take place between a school psychol- 
ogist, counselor, or other staff member and 
one or more pupils as counselees and their 
parents, in which the pupils are helped to 
perceive, clarify, solve, and resolve problems of 
adjustment and interpersonal relationships. 

D2144 Psychotherapy Services. Activities which pro- 
vide a therapeutic relationship between a quali- 
fied mental health professional and one or 
more pupils, in which the pupils are helped to 
perceive, clarify, solve, and resolve emotional 
problems or disorders. 

D2149 Other Psychological Sen/ices. Other psycho- 
logical services which cannot be classified 
above. 

D2150 Speech P autuloa y and Audiology Services . 
Activities which have as their purpose the 
identification, assessment, and treatment of 
pupils with impairments in speech, hearing, 
and language. 

D2151 Sen/ice Area Direction. Activities associated 
with directing and managing speech pathology 
and audiology services. 

D2152 Speech Pathology Services. Activities organized 
for the identification of pupils with speech and 
language disorders; diagnosis and appraisal of 
specific vpeech and language disorders; referral 
for medical or othor professional attention 
necessary to the habilitation of speech ano 
language disorders; provi$ion of required 
speech habilitation services; and counseling and 
guidance of pupils, parents, and teachers, as 
appropriate. 
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D2153 Audiology Services. Activities organized for 
the identification of pupils with hearing loss; 
determination of the range, nature, and degree 
of hearing function; referral for medical or 
other professional attention as appropriate to 
the habilitation of hearing; provision of 
language habilitation; auditory training, speech 
reading (lip-reading), and speech conservation 
services as necessary; creation and administra* 
tion of programs of hearing conservation; and 
counseling and guidance of pupils, parents, and 
teachers as appropriate. 

D2159 Other Speech Pathology and Audiology Serv- 
ices. Other speech pathology and audiology 
services which cannot be classified above. 

D2200 Support Seivice$-lnstructional Staff. Activi- 
ties associated with assisting the instructional 
staff in the process of providing learning 
experiences for pupils. 

D2210 Improv em ent of Instruction Services . Activities 
which are designed primarily to assist instruc- 
tional staff in planning, developing, and evalu- 
ating the process of providing challenging and 
rewarding learning experiences for pupils. 
These activities include curriculum develop- 
ment, techniques of instruction, child develop- 
ment and understanding, and staff training. 

D2211 Service Area Direction. Activities associated 
with directing and managiny improvement of 
instruction services. 

D2212 Instruction and Curriculum Development Serv- 
ices. Activities designed to aid teachers in 
developing the curriculum, preparing and uti- 
lizing special curriculum materials, and under- 
standing and appreciating the various tech- 
niques which stimulate and motivate pupils. 

D2213 Instructional Staff Training Services. Activities 
designed to contribute to the professional or 
occupational growth and competence of mjm- 
bers of the instructional staff during the time 
of their service to the LEA. Among these 
activities are workshops, demonstrations, 
school visits, courses for college credit, sab- 
batical leaves, and travel leaves. 

D2219 Other Improvement of Instruction Sen/Ices. 
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Other improvement of instruction services 
which cannot be classifieci above. 

D2220 E ducational Media Services . Activities con- 
cerned with the Mse of all teaching and learning 
resources, including hardware and content ma- 
terials. Educational media are defined as any 
devices, content materials, methods, or ex- 
periences used for teaching and learning pur- 
poses (including printed and nonprinted 
sensory materials). 

021 21 Service Area Direction. Activities associated 
with directing and managing educational media 
services. 

02222 School Library Services. Activities such as 
selecting, acquiring, pr paring, cataloging, and 
circulating books and other printed materials; 
planning the use of the library by teachers and 
other members of the instructional staff; and 
guiding instructional staff members in their use 
of library books and materials, whether main- 
tained sepf^rately or as a part of an instruc- 
tional materials center. Included here are activ- 
ities for planning the uie of the library by 
pupils and instructing pupils in the use of 
library books and materials, whether main- 
tained separarely or as a part of an instruc- 
tional materials center or related work-study 
area. 

02223 Audiovisual Services. Activities such as se- 
lecting, preparing, caring for, and making 
available to members of the instructions staff 
equipment, films, filmstrips, transparencies, 
tapes, television programs, and other sin/lar 
materials, whether maintained separately or as 
a part of an Instructional materials center. 
Included are activities in the audiovisual cen- 
ter, television studio, and related work-situdy 
areas, and the services provided by audiovisual 
personnel. 

02224 Educational Television Services. Activities con- 
cerned with planning, programming, writing, 
and presenting educational programs or seg* 
ments of programs by way of closed circuit or 
broadcast television. 



02225 Computer^Assisted Instruction Services. Activi- 
ties concerned with planning, programing, 
writing, and presenting educational programs 
or segments of programs which have been 
especially programed for a computer to be 
used as the principal medium of instruction. 

02229 Other Educational Media Services. Other edu- 
cational media services which cannot be classi- 
fied above. 

02300 Support Services-General Administration* Ac- 
tivities concerned with establishing and ad- 
ministering policy in connection with 
operating the LEA. 

D2310 Board of Education Servic es. Activities of the 
elected or appointed body which has been 
created according to State law and vested with 
responsibilities for educational planning and 
policymaking for a governmental entity, usual- 
ly designated as an LEA. These bodies are 
sometimes called school boards, governing 
boards of directors, school committees, and 
school trustees. This service area Includes State 
boards, intermediate administrative unit 
boards, and local administrative unit boards. 

02311 Service Area Direction. Activities associated 
with directing and managing the general opera- 
tion of the board of education. This area 
includes the activities of an executive of the 
board of education, sudi as an executive 
secretary, but does not Include any special 
activities defined in the other areas of responsi- 
bility described below. 

02312 Board Secretary Services. Activities pertaining 
to the duties of the secretary (not executive) 
of the board of education. 

02313 Board Treasurer Services. Activities pertaining 
to the duties of the treasurer of the board of 
education. 

02314 Election Services, Activities pertaining to serv 
ices rendered in connection with any LEA 
election, Including elections of officers, bond 
elections, and budget and appropriation elec* 
tions. 

0231 B Legal Services. Activities pertaining to 
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counseling services provided to the board of 
education in regard to laws and statutes. 

D2316 Tax Assessment and Collection Services. Activ- 
ities pertaining to services rendered in connec- 
tion with tax assessment and collection. 

D2317 Audit Services. Activities pertaining to inde- 
pendent audit services provided to the board of 
education. 

D2319 Other Board of Education Services. Other 
services to the board of education which 
cannot be classified above. 

D2320 Executive Administration Services. Activities 
associated with the overall general administra- 
tive or executive responsibility for the entire 
LEA. 

D2321 Office of the Superintendent Services. Activi- 
ties performed by the superintendent and such 
assistants as deputy, associate, and assistant 
superintendents, in the general direction and 
management of all affairs of the LEA. This 
data element Includes all personnel and ma- 
terials in the office of the chief executive 
officer. 

Activities of the offices of the deputy superin- 
tendent and associate or assistant superintend- 
ents (business, instruction, planning, personnel, 
etc.) should be entered here unless the activi- 
ties can be placed properly Into a single service 
area. In that case, they would be entered under 
"Service Area Direction" in that service area. 
When two or more service areas are directed by 
the same individual, the services of that indi- 
vidual's office are entered under "Office of the 
Superintendent Services" or divided propor- 
tionally between the service areas concerned. 

D2322 Community Relations Services. Activities and 
pt-ograms developed and operated systemwide 
for betterment of school/community relations. 

D2323 Staff Relations and Negotiation Services. Ac- 
tivities concerned with staff relations system- 
wide and the responsibilities for contractual 
negotiations with both instructional and non- 
instructional personnel. 



D2324 State and Federal Relations Services. Activities 
associated with developing and maintaining 
good relationships with State and Federal 
officials. 

D2329 Other Executive Administration Services. 
Other general administrative services which 
cannot be classified above. 

D2400 Support Services-School Admlnlitration. Ac- 
tivities concerned with overall administrative 
responsibility for a single school or a group of 
schools. 

D2410 Office of the Principal Services . Activities 
concerned with directing and managing the 
operation of a particular school or schools. 
This data element includes the activities per- 
formed by the principal, assistant principals, 
and other assistants in general supervision of all 
operations of the school, evaluation of the 
staff members of the school, assignment of 
duties to staff members, supervision and main- 
tenance of the school records, and coordina- 
tion of school instructional activities with 
instructional activities of the LEA. Clerical 
staff for these activities are included here. 

D2490 Other Support Services-School Adm inistra^ 
tion. Other school administration services 
which cannot be classified above. 

D2&00 Support Services-Business. Activities con- 
cerned with purchasing, paying, transporting, 
exchanging, and maintaining goods and services 
for the LEA. Included are the fiscal, ac- 
quisition of facilities, operation and mainte- 
nance, and internal services for operating all 
schools. 

D2510 Direction of Business Support Services. Activi- 
ties associated with directing and managing 
business support services. 

D2520 Fiscal Services . Activities concerned with the 
fiscal operations of the LEA. This service area 
includes budgeting, receiving and disbursing, 
financial accounting, payroll, and internal 
auditing. 

D2521 Service Area Direction. Activities associated 
with directing and managing fiscal services, 
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including debt management. The fiscal direc- 
tions and management activities of the 
assistant superintendent, director, or business 
manager are included. (See 02321, "Office of 
the Superintendent Services/' for further clari- 
fication). 

D2522 Budgeting Services. Activites concerned with 
supervising budget planning, formulation, con- 
trol, and analysis. 

02523 Receiving and Disbursing Funds Services. Ac- 
tivities concerned with taking in money and 
paying it out, including the current audit of 
receipts and the preaudit of requisitions or 
purchase orders to determine (1) whether the 
amounts are within the budgetary allowances, 
and (2) whether such disbursements are lawful 
LEA expenditures. 

02524 Payroll Services. Activities concerned with 
malcing periodic paymerts to individuals en- 
titled to remuneration for services rendered. 
Payments are also made for such payroll- 
associated costs as Federal income tax with- 
holding, retirement, and social security. 

02525 Financial Accounting Services. Activities con- 
cerned with maintaining records of the finan- 
cial operations and transactions of the LEA, 
including such activities as accounting and 
interpreting financial transactions and account 
records. 

02526 Internal Auditing Services. Activities con- 
cerned with verifying the account records, 
including evaluating the adequacy of the in- 
ternal control system, verifying and safe- 
guarding assets, reviewing the reliability of the 
accounting and reporting systems, and ascer- 
taining compliance with established policies 
and procedures. 

02527 Property Accounting Services. Activities con- 
cerned with preparing and maintaining current 
inventory records of land, buildings, and mov- 
bble equipment. These records are to be used 
in equipment control and facilities planning. 



02529 Other Fiscal Services. Other fiscal services 
which cannot be classified above. 

D2530 Facilities Acquisition and Construction Serv- 
Ices . Activities concerned with acquisition of 
land and buildings, remodeling and construc- 
tion of buildings and additions to buildings, 
initial installation or extension of service sys- 
tems and other built-in equipment, and im- 
provements to sites. 

02531 Service Area Direction. Activities associated 
with directing and managing facilities acquisi- 
tion and construction services. 

02532 Land Acquisition and Development Services. 
Activities concerned with the initial acquisition 
of sites and improvements thereon. 

^^2533 Architecture and Engineering Services. Activi- 
ties of architects and engineers related to land 
acquisition and improvement and improve- 
ments to buildings. 

02534 Educational Specifications Development Serv- 
ices. Activities concerned with preparing and 
interpreting to architects and engineers descrip- 
tions of specific space requirements for the 
various learning experiences of pupils to be 
accommodated in a building. These specifica- 
tions are interpreted to the architects and 
engineers in the early stages of blueprint 
development. 

02535 Building Acquisition, Construction, and Im- 
provement Services. Activities concerned with 
building acquisition through purchase or con- 
struction and building improvements. This data 
element includes initial installation or ex- 
tension of service systems and other built-in 
equipment as wc^ll as building additions. 

02539 Other Facilities Acquisition and Construction 
Services. Other facilities acquisition and con- 
struction activities which cannot be classified 
above. 

D2540 Operation and Melntenance of Plant Services . 
Activities concerned with keeping the physical 
plant open, comfortable, and safe for use, and 
keeping the grounds, buildings, and equipment 
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in an effective working condition and state of 
repair. Activities which maintain safety in 
buildings, on the grounds, and in the vicinity 
of schools are included here. 

D2541 Service Area Direction. Activities associated 
with directing and managing the operation and 
maintenance of the school plant facilities, 

D2542 Care and Upkeep of Buildings Services. Activi- 
ties concerned with keeping the physical plant 
clean and ready for daily use. This data 
element includes operating the heating, 
lighting, and ventilating systems and repairing 
and replacing facilities and equipment. 

D2534 Care and Upkeep of Grounds Services. Activi- 
ties concerned with maintaining land and 
improvements (other than buildings) in good 
condition. 

D2544 Care and Upkeep of Equipment Services. Ac- 
tivities concerned with maintaining, in good 
condition, equipment owned or used by the 
LEA. This data element includes such activities 
as servicing and repairing furniture, machines, 
and movable equipment. 

D2545 Vehicle Servicing and Maintenance Services 
(other than buses). Activities concerned with 
maintaining general purpose vehicles such as 
trucks, tractors, graders, and staff vehicles in 
good condition. This data element includes 
such activities as repairing vehicles, replacing 
vehicle parts, and preventive maintenance 
(cleaning, painting, greasing, fueling, and in- 
specting vehicles for safety). 

D2546 Security Services. Activities concerned with 
maintaining order and safety in school build- 
ings at all times, on the grounds, and in the 
vicinity of schools. Included are police activi- 
ties for school functions and traffic control on 
grounds and in the vicinity of schools. 

D2549 Other Operation and Maintenance of Plant 
Services. Other operation and maintenance of 
plant services which cannot be classified above. 

D2550 Pupil Transportation Services . Activities con- 
cerned with the conveyance of pupils to and 



from school, as provided by State law. In- 
cluded are all trips between home and school 
and trips to school activities. 

D2551 Service Area Direction. Those activities associ- 
ated with directing and managing pupil trans- 
portation services. 

D2552 Vehicle Operation Services. Activities con- 
cerned with operating vehicles for pupil trans- 
portation from the time the vehicles leave the 
point of storage until they return to the point 
of storage. This data element includes driving 
buses or other pupil transportation vehicles. 

D2553 Monitoring Services. Activities concerned with 
supervising pupils in the process of being 
transported between home and school and 
while being transported for school activities. 
These activities include supervision while In 
transit and while being loaded and unloaded, 
and directing traffic at the loading and un- 
loading stations. 

D2554 Vehicle Servicing and Maintenance Services. 
Activities concerned with maintaining pupil 
transportation vehicles in good condition, in- 
cluding repairing vehicles, replacing vehicle 
parts, and preventive maintenance (cleaning, 
painting, greasing, fueling, and inspecting 
vehicles for safety). 

D2559 Other Pupil Transportation Services. Other 
pupil transportation services which cannot be 
classified above. 

D2560 Food Services . Activities concerned with pro- 
viding food to pupils and staff in a school or 
LEA. This service area includes the preparation 
and serving of regular and incidental meals 
(lunches or snacks) in connection with school 
activities, and the delivery of food. 

D2561 Service Area Direction. Activities associated 
with directing and managing food services. 

D2562 Food Preparation and Dispensing Services. 
Activities concerned with the preparation and 
serving of regular and incidental meals (lunches 
or snacks) to pupils and staff in a school or 
LEA. This data element includes cooking, 
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operating kitchen equipment, preparing food, 
serving food, cleaning dishes, and storing dishes 
and kitchen equipment. 

D2563 Food Delivery Services. Activities concerned 
with delivering food to the school or LEA. 

D2569 Other Food Services. Other food services 
which cannot be classified above. 

D2570 Internal Services . Activities concerned with 
buying, storing, and distributing supplies, fur- 
niture, and equipment, as well as activities 
concerned with duplicating and printing for 
the LEA. 

D2571 Service Area Direction. Activities associated 
with directing and managing the internal serv- 
ices. 

D2572 Purchasing Services. Activities concerned with 
purchasing supplies, furniture, equipment, and 
materials used in school or LEA operation. 

D2573 Warehousing and Distributing Services. Opera- 
tion of the systemwide activities of receiving, 
storing, and distributing supplies, furniture, 
equipment, materials, and mall. This data 
element includes the pickup and transportation 
of cash from school facilities to the central 
administrative office or bank, for control 
and/or deposit. 

D2574 Printing, Publishing, and Duplicating Services. 
Activities of printing and publishing adminis- 
trative publications such as annual reports, 
school directories, and manuals. This data 
element also includes providing centralized 
services for duplicating school materials and 
instruments such as school bulletins, news- 
letters, and notices. 

02579 Other Internal Services. Other internal services 
which cannot be classified above. 

D2580 Residential Housing Services. Activities con- 
cerned with providing living accommodations 
for students and staff members in facilities 
either owned or leased by the LEA. 



D2581 Service Area Direction. Activities associated 
w i th directing and managing residential 
housing services. 

D2582 Student Residence Services. Activities con- 
cerned with providing living accommodations 
for students in facilities either owned or leased 
by the LEA. This category may be subdivided 
into residences for single students and resi- 
dences for married students. 

D2583 Staff Residence Services (other than adminis^ 
tratlve staff). Activities concerned with pro- 
viding living accommodations for staff mem- 
bers, other than administrative staff in facilities 
either owned or leased by the LEA. 

02584 Administrative Staff Residence Services. Activ- 
ities concerned with providing living accommo- 
dations for administrative staff in facilities 
either owned or leased by the LEA. 

02589 Other Residential Housing Services. Activities 
concerned with providing living accommoda- 
tions or students and staff which are not 
defined above. 

02590 Other Support Services-Business . Other busi- 
ness support services which cannot be classified 
above. 

02600 Support Services-Central. Activities, other 
than general administration, which support 
each of the other instructional and support 
services programs. These activities include 
planning, research, development, evaluation, 
information, staff, statistical, and data pro- 
cessing services. 

02610 Direction of Central Support Services . Activi- 
ties associated with directing and managing the 
central support services as a group. 

02620 Planning, Research, Development, and Evalua- 
tion Services . Activities, on a systemwide basis, 
associated with conducting and managing pro- 
grams of planning, research, development, and 
evaluation for an LEA. 

02621 Service Area Direction. Activities associated 
with directing and managing planning, re- 
search, development, and evaluation servicei 



D2622 Development Services. Activities concerned 
with the evolving process of utilizing the 
products of research in the improvement of 
educational programs. 

D2623 Evaluation Services. Activities concerned with 
ascertaining or judging the degree or value of 
an action or an outcome by careful appraisal of 
previously specified data in light of the par- 
ticular situation and the goals and objectives 
previously established. 

D2624 Planning Services. Activities concerned with 
(1) the selection or identification of the 
overall long-range goals, priorities, and objec- 
tives of an organization or program; and (2) 
the formulation of various courses of action in 
terms of identification of needs and relative 
costs and benefits for the purpose of deciding 
which courses of action are to be followed in 
striving to achieve those goals, priorities, and 
objectives. 

D2625 Research Services. Activities concerned with 
establishing facu and principles through the 
systematic study and investigation of the 
various aspects of education. 

D2629 Other Planning, Research, Development, and 
Evaluation Services. Other services of this 
nature which cannot be classified above. 

D2630 Information Services . Activities concerned 
with writing, editing, and other preparation 
necessary to disseminate educational and ad- 
ministrative information to pupils, staff, man- 
agers, or the general public through direct 
mailing, the various news media, or personal 
contact. 

D2631 Service Area Direction. Activities associated 
with directing and managing Informatipn serv- 
ices. 

D2832 Internal Information Services. Activites con- 
cerned with the writing, editing, and communi- 
cation of administrative information to pupils 
and staff. 

D2633 Public Information Services. Actlvites con- 
cerned with writing, aditir^g. and other 
preparation necessary to disseminate educa- 



tional and administrative information to the 
public through various news media or personal 
contact. 

D2634 Management Information Services. Activities 
concerned with writing, editing, and other 
preparation necessary to disseminate to 
management needed information about (1) 
the operation of the LEA; and (2) the 
community. State, and Nation, in order to 
support the decisionmaking process. 

D2639 Other Information Services. Other information 
services not classified above. 

D2640 Staff Services . Activities concerned with main- 
taining an efficient staff for the LEA. including 
recruiting and placement, staff transfers, in- 
service education, health services, and staff 
accounting. 

D2641 Service Area Direction. Activities associated 
with directing and managing staff services* 

D2642 Recruitment and Placement Services. Activities 
concerned with employing and assigning per- 
sonnel for the LEA. 

D2643 Staff Accounting Services. Services rendered in 
connection with the systematic recording and 
summarizing of information relating to staff 
members employed by the LEA. 

D2844 Inservlce Education Services (for nonlnstruc- 
tlonal staff). Activities developed by the LEA 
for training of noninstructional personnel in all 
classifications. 

D2845 Health Services. Activities concerned with 
medical, dental, and nurse services provided for 
LEA employees. Included are physical exami- 
natior •ii referrals, and emergency care. 

D2649 Other Staff Services. Other staff services which 
cannot be clauif iad above. 

D2650 Statistical Services . Activities concarned with 
analyiing and reporting statistical infor- 
mation. 

02651 S»nfic€ Ar$§ DInctlon. Activititi cone«rnt^ 
with directing and managing itatiitioal MrvioM. 
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processing services which cannot be classi- 
fied above. 



D2652 Statistical Analysis Services. Activities con- 
cerned with determining the nature and relation- 
ships of data elements in order to arrive at con- 
clusions and recommendations. This data ele- 
ment includes institutional, management and 
program studies on topics such as cost-effec- 
tiveness, space utilization, and teaching load. 

D2653 Statistical Reporting Services. Activities con- 
cerned with assimilating statistical data into 
reports for further use. This data element 
includes preparation of questionnaires and data 
collection forms for internal as well as external 
use. 

D2G59 Other Statistical Services. Other statistical serv- 
ices which cannot be classified above. 

D2660 Data Processing Services. Activities concerned 
with preparing data for storage, storing data, 
and retrieving them for reproduction as infor- 
mation for management and reporting. 

D2661 Service Area Direction. Activities associated 
with directing and managing data processing 
services. 

D2662 Systems Analysis Services. Activities concerned 
with the search for and evaluation of alterna- 
tives which are relevant to defined objectives, 
based on judgment and, wherever possible, on 
quantitative methods. Where applicable these 
activities pertain to the development of data 
processing procedures or their application to 
electronic data processing equipment. 

D2663 Programing Services. Activities concerned 
with the preparation of a logical sequence of 
operations to be performed, either manually or 
electronically, in solving problems or pro- 
cessing data, and the preparation of coded 
instructions and data for such sequences. 

D2664 Operations Services. Activities concerned with 
scheduling, maintaining, and producing data. 
These activities include operating business ma- 
chines and data processing machines. 

D2669 Other Data Processing Services. Other data 



D2690 Other Support Services-^Central . Other central 
support services which cannot be classified 
above. 

D2900 Other Support Services. Activities which in- 
clude any support service or classification of 
services, general in nature, which cannot be 
classified in the above service areas or areas of 
responsibility. 

D3000 COMMUNITY SERVICES 

Activities that are not directly relatable to 
providing education for pupils in an LEA. 
These include services such as community 
recreation programs, civic activities, public 
libraries, programs of custody and care of 
children, and community welfare activities, 
provided by the LEA for the community as a 
whole or for some segment of the community. 

D3100 Direction of Community Services Activities. 

Activities concerned with directing and man- 
aging community services activities. 

D3200 Community Recreation Services. Activities 
concerned with providing recreation for the 
community as a whole, or for some segment of 
the community. This subfunction includes 
such staff activities as organizing and super- 
vising playgrounds and swimming pools, as well 
as other recreation programs for the community. 

D3300 Civic Acthrities. Activities concerned with pro- 
viding services to civic affairs or organizations. 
This subfunction includes services to parent- 
teacher association meetings, public forums, 
lectures, and civil defense planning. 

D3400 Public Library Services. Activities pertaining to 
the operation of public libraries by an LEA, or 
the provision of library services to the general 
public through the school library. Included are 
such activities as planning the library's collec- 
tion in light of community needs and in- 
forming the community of public library re- 
sources and services. 

D3500 Custody and Care of Children. Activities con- 
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cerned with providing programs for the cus- 
todial care of children in residential day 
schools or in child care centers which are not 
part of, nor directly related to, the instruc- 
tional program, and where the attendance of 
the children is not included in the attendance 
figures for the LEA. 

D3600 Welfare Activities. Activities concerned with 
providing for the personal needs of individuals 
who have been designated as needy by an 
appropriate governmental entity. These activi- 
ties include payment of stipends for school 
attendance; payment of salaries to pupils for 
work performed (whether for the LEA or for 
an outside concern), or provision of clothing, 
food, or other personal needs. 

D3700 Nonpublic School Pupil Services. Services to 
pupils attending a school established by an 
agency other than the State, subdivision of the 
State, or the Federal Government, which usual- 
ly is supported primarily by nonpublic funds. 
Included are provision of instruction services, 
attendance and social work services, health 
services, ind transportation services for non- 
public school pupils. 

D3900 Other Community Services. Other services pro- 
vided the community which cannot be classi- 
fied above. 

E.-SUBJECT MATTER AREA 

The E series identifies the subject matter areas in 
which the staff members with "Teaching"* assign- 
ments function; the series is related programmatically 
to the various program areas in the "Instruction" 
function (D1000). Only an abbreviated definition is 
given for each subject matter area; the complete 
definition in Handbook VI is referenced. The related 
courses and units of subject matter listed under each 
subject area are summaries of the major divisions 
named under each area in Handbook Vl. 

In some cases, these subject matter areas may be 
subdivided further-for example, an administrator may 
want to classify the "Foreign Languages" element 

i 'Teaching" asiigiments Include "Teaching/' 'Teachinfl 
Intern/' "Student-Teaching/' 'Teaching Aislitant/' and 
'Teaching Aide'' assignments. 



(E1006) into "Classical Languages," "Modern Foreign 
Languages," and "Humanities." Each of these, in turn, 
could be broken down into specific language studies 
with elements such as "Literature" and "Grammar" 
within each. 

It should be noted that the last two digits in this 
series correspond to the listing of subject matter areas 
and cocurricular activities in Handbook VI. For a 
complete definition of each subject matter area and for 
more detailed subdivisions of individual courses or 
types of activities under each, see that handbook. 

E1001 Agriculture. "Agriculture" comprises the group 
of related courses or units of subject matter 
which are organized for carrying on learning 
experiences concerned with preparation for, or 
upgrading in, occupations requiring knowledge 
and skills in agricultural subjects. The functions 
of agricultural production, agricultural supply, 
agricultural mechanization, agricultural prod- 
ucts (processing), ornamental horticulture, 
forestry, agricultural resources, and the services 
related thereto, are emphasized in the instruc- 
tion designed to provide opportunities for 
pupils to prepare for or improve their com- 
petencies in agricultural occupations. An agri- 
cultural occupation may include one or any 
combination of these functions. (See H-VI, p. 
153.) 

Related courses or units of subject matter 
would include agricultural production; agricul- 
tural supplies/services; agricultural mechanics; 
agricultural products; ornamental horticulture; 
agricultural resources; forestry production, pro- 
cessing, management, marketing, and services; 
and other agricultural areas. 

El 002 Art. "Art" comprises the organized body of 
subject matter or related courses involving 
primarily visual, tactile, and kinesthetic ex- 
pression. Included in instruction are the two- 
dimensional forms such as drawing, painting, or 
printmaking; the three-dimensional forms such 
as sculpture or pottery; other spatial concepts 
such as architecture and design for the per- 
forming arts; and the history and theory of art. 
Emphasis is placed upon the esthetic and 
creative factors of visual forms. (See H-VI, p. 
IBS.) 
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E>-SUBJECT MATTER AREA (Contifmed) 

Subject matter or related courses or units 
would Include art history and theory, art 
studio, and other art. 

E1003 Business. "Business" Includes the body of 
related subject matter or courses and planned 
learning experiences which are designed to 
develop In pupils the attitudes, knowledge, 
skills, and understanding concerned with busi- 
ness principles and practices having applica- 
tions for personal use and/or activities In the 
business world. Business also includes a wide 
variety of aspects of general education; e.g., 
subject mater from other subject areas 
such as English (language arts), social 
sciences/social studies, and mathematics. 
(See H-VI, p. 160.) 

Related courses and planned learning experi- 
ences include accounting, bookkeeping, budget 
control, business arithmetic or mathematics, 
business communications, business ethics, busi- 
ness finance, business law, business machines, 
business psychology, business statistics, office 
work experience, clerical practice, consumer 
education, credit and collections, data pro- 
cessing and computer operation, economics, 
economic geography, exploratory business, 
filing and record control, general business or 
introduction to business, Insurance and risk, 
investments, business and management prin- 
ciples, marketing, office practice, personal de- 
velopment and human relations, personal 
finance, real estate, retailing, statesmanship 
principles, shorthand, stenography, typing, and 
other business areas. 

E1004 Distributive Education. "Distributive Educa- 
tion" includes various combinations of subject 
matter and learning experiences related to the 
performance of activities that direct the flow 
of goods and services, including their appropri- 
ate utilization, from the producer to the 
consumer or user. These activities include 
selling and such sales-supporting functions 
as buying, transporting, storing, promoting, 
financing, marketing research, and manage- 
ment. (See H-VI, p. 170.) 

Combinations of subject matter and learning 



experiences Include advertising services, apparel 
and accessories, automotive, finance and credit, 
flor'stry, food distribution, food services, gen- 
eral merchandise, hardware, building materials, 
farm and garden supplies and equipment, home 
furnishing, hotel and lodging, industrial 
marketing, insurance, international trade, per- 
sonal services, petroleum, real estate, recreation 
and tourism, transportation, other retail trade, 
other wholesale trade, and other programs. 

E1005 English Language Arts. "English Language 
Arts" comprises the body of related subject 
matter or courses organized for carrying on 
learning experiences concerned with developing 

(1) an understanding of the language system, 

(2) proficiency in the use of the English 
language, (3) appreciation of a variety of 
literary forms, (4) understanding and apprecia- 
tion of various aspects of past and present 
cultures as expressed in literature, and (5) 
interests which will motivate lifelong learning, 
(See H-VI, p. 177.) 

Related courses or related subject matter in- 
clude language skills, linguistics, literature, 
composition, speech, dramatic arts, and other 
English language arts. 

E1006 Foreign Languages. The body of subject matter 
in this area comprises a variety of foreign 
languages, including English as a foreign lan- 
guage. Classified un<.er this heading are the 
various classical and fnodern foreign languages. 

Usually, the activities involved in the teaching 
and learning of a foreign language are planned 
in terms of selected objectives: 

(1) To assist the pupil in acquiring progressive 
proficiency in control of the skills of 
listening comprehension, speaking, reading, 
writing, and structural analysis. 

(2) To develop the pupil's capacity to apply 
these acquired skills in understanding, ana- 
lyzing, and interpreting a variety of forms 
of past and current thought. 

(3) To increase the pupil's knowledge and 
understanding of the countries, cultures, 
and attitudes of the peoples whose lan- 
guage is being learned. 
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(See H-VI,p. 183.) 

Related subject matter or courses would in- 
clude the humanities. 

E1007 Health Occupations Education. "Health Occu- 
pations Education" comprises the body of 
related subject matter or courses and planned 
experiences designed to impart knowledge and 
develop understanding and skills required to 
support the health professions. Instruction is 
organized to prepare pupils for occupational 
objectives concerned with assisting qualified 
personnel in providing diagnostic, therapeutic, 
preventive, restorative, and rehabilitative serv- 
ices, including the understanding and skills 
essential to provide care and health services to 
patients. (See H-VI,p. 184.) 

Related courses and planned experiences in- 
clude dental technology, medical laboratory 
technology, nursing, rehabilitation, radiology, 
ophthalmology, environmental health, mental 
health technology, and miscellaneous health 
occupations education. 

E1008 Health and Safety in Daily Living, Physical 
Ediicatton, and Recreation. The body of re- 
lated subject matter and activities in "Health 
and Safety in Daily Living, Physical Education, 
end Recrftation" includes learning experiences 
concerned with developing (1) knowledge, atti- 
tudes, appreciations, and conduct essential to 
individual and group health; (2) awareness of, 
concern for, and knowledge, ski ls, and judg- 
ment necessary for personal and public safety 
in the home, at school, on the job, and in 
traffic: and (3) skills necessary for encouraging 
physical and mental growth and fitness by 
means of activities designed to improve the 
muscles, motor skills, and attitudes and habits 
of conduct of individuals and groups. (See 
H-VI,p. 184.) 

Related subject matter and activities would 
include health, safety in daily living, physical 
education, and recreation. 

E1009 Home Economics. "Home Economics" com- 
prises the group of related courses or units of 
Instruction organized for purposes of enabling 
pupils to acquire knowledge and develop un- 
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derstanding, attitudes, and skills relevant to (1) 
personal, home, and family life; and (2) occupa- 
tional preparation requiring the knowledge and 
skills of home economics. The subject matter 
of home economics includes, in addition to 
that which is unique to the area, concepts 
drawn from the natural and social sciences and 
the humanities. (See H-VI, p. 193.) 

Related courses or units of instruction include 
homemaking; preparation for personal, home, 
and family living; and occupational prepara- 
tion. 

E1010 Industrial Arts. "Industrial Arts" is the body of 
related subject matter or courses organized for 
the development of understanding about the 
technical, consumer, occupational, recrea- 
tional, organizational, managerial, social, his- 
torical, and cultural aspects of industry and 
technology. Learning experiences involve ac- 
tivities such as experimenting with, and de- 
signing, constructing, evaluating, and using 
tools, machines, and materials. Learning activi- 
ties provide opportunities for creativity and 
problem solving. (See H-VI, p. 195.) 

Related subject matter or related courses 
would include construction, crafts (industrial), 
drafting, electricity /electronics, elementary 
school industrial arts, general industrial arts, 
graphic arts, home mechanics, industrial arts 
mathematics, industrial arts science (applied 
chemistry), industrial arts science (applied 
physics), industrial materials and processes, 
manufacturing, metals, plastics, power/automo- 
tive mechanics, research and development, serv- 
ice industries, woods, and other industrial arts. 

E1011 Mathematics. "Mathematics" comprises the 
body of related subject matter or courses 
organized for carrying on learning experiences 
concerned with the science of relations existing 
between quantities (magnitude) and opera- 
tions, and the science of methods used for 
deducing from other quantities, known or 
supposed, the quantities sought. (See H-VI, p. 
199.) 

Related subject matter or related courses in- 
clude elementary school mathematics, mathe- 
matics for seventh and eighth grades, algebra. 
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algebra and trigonometry (intergrated), applied 
mathematics, calculus^ calculus with analytic 
geometry, computer mathematics, elementary 
functions, first-year college mathematics for 
elementary school teachers, general nr^athe- 
matics, geometry, introduction to analysis, 
liberal arts mathematics, probability and statis- 
tics, trigonometry, and other nwthematics. 

E1012 Music. "Music" is the fine art that utilizes 
sounds in time in a meaningful and organized 
manner. Subject matter and activities in music 
are designed to impart the skills and knowledge 
necessary for the understanding, appreciation, 
creation, performance, and enjoyment of 
music. (See H-VI, p. 208.) 

Related subject matter and activities would 
include music (general education), music litera- 
ture and/or history, music theory, vocal music, 
instrumental music, rhythm and body move- 
ment, other music, and humanities. 

E1013 Natural Sciences. "Natural Sciences" includes 
the body of related subject matter or courses 
organized for carrying on learning experineces 
concerned with knowledge of the physical and 
biological ¥orld, and of the processes of 
discovering jnd validating this knowledge. (See 
H-VI, p. 2CJ.) 

Related subject matter or courses would in- 
clude general science (including elementary 
school science), biological sciences, physical 
sciences, ,ind earth-space sciences. 

E1014 Office Occupations. This body of subject mat- 
ter, involving combinations of courses and 
practical experience, is organized into programs 
of instruction to provide opportunities for 
pupils to prepare for and achieve career objec- 
tives in selected office occupations. In the 
instructional process various aspects of subject 
matter frequently are drawn from other sub- 
ject matter areas. Learning experiences are 
designed to lead to emi^loyment and/or ad- 
vancement of individuals in occi/pations related 
to the "facilitating function" in public or 
private enterprises or organizations. The "facili- 



tating function," as used here, refers to the 
expediting role between the production and 
distribution activities of an organization. In* 
eluded are a variety of activities, such as re- 
cording and retrieval of data, supervision and 
coordination of office activities, internal and 
external communication, and the reporting of 
information. (See H-VI, p. 213.) 

Prograrru o*; instruction would include account- 
ing and computing occupations; business data 
processing systems occupations; filing, office 
machines, and general office clerical occupa- 
tions; information communication occupa- 
tions; materials support occupations, transport- 
ing, storing, and recording; personnel, training, 
and related occupations; stenographic, secre- 
tarial, and related occupations; and other office 
occupations. 

E1015 Social SciencM/Sodal Studies. "Social Sciences/ 
Social Studies" comprises internlated subject 
matter areas including history, economics, po- 
litical science, sociology, anthropology, 
psychology, geography, and philosophy, organ- 
ized to impart knowledge, develop skills, and 
identify goals concerning elements and institu- 
tions of human society. The social studies are 
comprised of those aspects of the above disci- 
plines which in practice are selected for instruc- 
tional purposes in schools and colleges. 

Employing systematic, analytical, cind theoreti- 
cal methods, the social sciences include modes 
of inquiry such as historical or genetic ap- 
proaches, survey research, experimentation, 
content analysis, and logicci analysis. Illustra- 
tive techniques include field studies, case 
studies, statistical analysis, map and photo 
interpretations, simulation, participant observa- 
tion, polling, questionnaires! and others. (See 
H-VI, p. 218.) 

Interrelated subject matter would include an- 
thropology, area studies, citizenship education, 
economics, geography, history, humanities, 
philosophy, political science, psychology, soci- 
ology, and other social sciences/social studies. 

E1016 Technical Education. 'Technical Education'' is 
concerned with that body of knowledge organ- 



ized in a planned sequence of classroom and 
laboratory experiences, usually at the post- 
secondary level, to prepare pupils for a cluster 
of job opportunities in a specialized field of 
technology. The program of instruction nor- 
mally includes the study of the underlying 
sciences and supporting mathematics inherent 
in a technology, as well as methods, skills, 
materials, and processes commonly used and 
services performed in the technology. A 
planned sequence of study and extensive 
knowledge in a field of specialization is re- 
quired in technical education, including compe- 
tency in the basic communication skills and 
related general education. Technical edu- 
cation prepares the student for the occu- 
pational area between the skilled crafts and 
the professions. (See H-Vl, p. 223.) 

Sequences of classroom and laboratory experi- 
ences would include engineering-related tech- 
nology, agricultural-related technology, health- 
related technology, office-related technology* 
home economics-related technology, and mis- 
cellaneous technical education. 

E1017 Trade and Industrial Occupations. 'Trade and 
Industrial Occupations" constitutes the branch 
of vocational education concerned with prepar- 
ing persons for initial employment, or for 
upgrading or retraining workers in a wide range 
of occupations in trade and industry. Such 
occupations are skilled or semiskilled and are 
concerned with layout designing, producing, 
processing, assembling, testing, maintaining, 
servicing, or repairing any product or com- 
modity. Instruction is provided in basic manip- 
ulative skills, safety judgment, and related 
occupational skills in mathematics, drafting, 
and science required to perform successfully in 
the occupation through a combination of 
classroom learning and shop or laboratory 
experiences simulating those found in in- 
dustry. Included is instruction for ap- 
prentices in apprenticiblo occupations or for 
journerymen already engaged in a trade or 
industrial occupation. Also included is train- 
ing for certain related service and semi- 
professional occupations. (See H-Vl, p. 
228.) 

Areas of instruction and training would include 



air conditioning; applicance repair; automotive 
services; aviation occupations; blueprint read- 
ing; business maintenance; commercial art oc- 
cupations; commercial fishery occupations; 
commercial photography occupations; con- 
struction and maintenance trades; diesel nr>e- 
chanic occupations; drafting occupations; elec* 
trical occupations; electronics occupations; > 
fabric maintenance services; foremanship, 
supervision, and management development; 
graphic arts occupations; industrial atomic 
energy occupations; instrument maintenance 
and repair occupations; maritime occupations; 
metalworking occupations; metallurgy occupa- 
tions; personal services; plastic occupations; 
public service occupations; quantity food occu« 
pations; refrigeration; small engine repair; sta* 
tionary energy sources occupations; textile 
production and fabrication; leatherworking; 
upholstering; woodworking occupations; and 
other trade and industrial occupations. 

E1018 General Elementary Education and Qenaral 
Secondary Education. The designation "Gen- 
eral Elementary Education and General Secon- 
dary Education," as classified in Chapter 5 and 
defined in Chapter 6 of Handbook VI, refers to 
instruction which takes place in a self- 
contained class. Learning experiences are con* 
cerned with the knowledges, skills, apprecia* 
tions, attitudes, and behavioral characteristics 
which should be achieved by all pupils to the 
limits of their capacities during the elementary 
and secondary school years or grades. (See 
H-VI, p. 238.) 

Learning experiences would include education 
for the general elementary years or grades, the 
middle school level, and ^p/.teral secondary 
years or grades. 

E1019 Differantialized Cunriculum for Handicapped 
Pupils. The "Differentialized Curriculum for 
Handicapped Pupils'' reflects an increasing 
awareness today of the individual needs of 
children. Many children with various types of 
handicaps cannot benefit from basic subject 
matter without special education. Handicapped 
children have learning difficulties and sensory 
and motor impairments which require careful 
study for successful adaptation of instruction. 
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E.-SUBJECT MATTER AREA (Continutd) 

Teachers of exceptional children Integrate pro- 
fessional information from psychology, educa- 
tion, and medicine for instructional and thera- 
peutic services. Consequently, special educa- 
tion as applied to each type of handicapped 
child requires distinctive techniques and ma- 
terials which distinguish it from regular class- 
room instruction* (See H-Vl, p. 239.) 

Areas of instruction would include communica- 
tidn skills, interpersonal and behavioral coping 
skills, motor skills, perceptual skills, vocational 
and avocational skills, and other differential- 
ized curriculum for hi^ndicapped pupils. 

E1020 Cocurricular Activities. ''Cocurricular Activi- 
ties'' comprises the group of school-sponsored 
activities, conducted under the guidance or 
supervision of qualified adults, designed to 
provide opportunities for pupils to participate, 
on an individual basis or in smali or large 
groups, in school events, public events, or a 
combination of these, for purposes such as 
motivation, enjoyment* and improvement of 
skills. In practice, participation usually is not 
required and credit usually is not given. When 
participation is required or credit is given the 
activity generally is considered to be a course. 
(See H-Vi, p. 242.) 

School-sponsored activities would include aca- 
demic cocurricular activities, athletic and sport 
cocurricular activities, music cocurricular activ- 
ities, school and/or public service cocurricular 
activities, and social cocurricular activities. 

E1021 Ssfaty and Driver Education. The subject 
matter and related activities comprising 
"Safety and Driver Education'' are organized 
for carrying on learning experiences concerned 
with developing in the learner the ability to 
respond appropriately and efficienty as an 
operator of a motor vehicle, and as a pedestrian 
in traffic. More specificallyi instruction empha- 
sizes attainment of the following: 

(1) Appropriate knowledge and efficiency for 
dealing with traffic conditions 

(2) Fundamental driving skills and correct skill 
habits 



(3) Desirable behavior patterns in traffic 

(4) An understanding of driver and pedestrian 
limitations, obligations, and responsibili- 
ties 

(5) Knowledge about the motor vehicle and 
understanding of how society may achieve 
maximum efficiency in operating its motor 
vehicle transportation system. 

(See H-VI, p. 247.) 

Subject matter and related activities would 
include driver education and safety education. 

E1022 Junior ROTC. "Junior ROTC" comprises a 
body of subject matter, or a combination of 
courses and practical experiences, organ- 
ized into programs of instruction to provide 
opportunities for pupils to prepare for and 
achieve career objectives in sleeted branches of 
the military service. Various aspects of subject 
matter frequently nre drawn from other areas. 

Instruction is concerned with developing (1) 
patriotism, self-reliance, leadership^ and respon- 
siveness to constituted authority; (2) knowl- 
edge of basic military skills and appreciation of 
the role of the military services in military 
defense; and (3) strength of character and 
understanding of the responsibility of citizen- 
ship in a democratic society. (See H-VI, p. 
248.) 

Subject matter or combinations of courses and 
practical experience would include Army 
Junior ROTC, Navy Junior ROTC, Air Force 
Junior ROTC, and Marine Corps Junior ROTC. 

F.-CONDITIONS OF CURRENT 
ASSIGNMENT 

This dimension relates each current assignment of 
the staff member with other organizational elements 
such as the scope and timing of the assignment and its 
location and schedule. (The latter two elements should 
assist an administrator in locating e staff member it 
any specific time.) 

F1000 SCOPE AND TIMING OF CURRENT AS- 
SIGNMENT 

F1100 Scopa of Current Assignmint. Classification of 
the staff member's assigned activities according 



to the range or extent of the assignment. 
Separate entries should be made in full-time 
equivalency of assignment if the staff member 
has more than one assignment. 

F1110 More-ThanSystemwIde. A full-time or less- 
than-full-time assignment to a staff member 
consisting of activities which extend or apply 
to more than one LEA or systemi but which 
are not statewide in their application. 

F1120 Systemwide . A full-time or less-than-full-time 
assignment to a staff member consisting of 
activities which extend or apply to all of the 
operational units in the LEA or to all of the 
units in the LEA at one operational level where 
the activities apply. 

F1130 Muttioperational Unit but Less Than-System- 
Vjfide. A full-time or less-than-full-time assign- 
ment to a staff member consisting of activities 
which extend or apply to more than a single 
school or single supporting services unit in the 
LEA, but which are not systemwide in their 
application. 

F1140 Single Operational Unit A full-time or less- 
than-full-time assignment to a staff member 
consisting of activities which extend or apply 
to only a single school or to a single supporting 
services unit. 

F1200 Timing of Current Assignment(s). The fiscal or 
calendar year and duration of the staff mem- 
ber's current assignment(s). Separate entries 
should be made for each assignment. 

F1210 Fiscal Year of Current Assignment The fiscal 
year in which the staff member carries out his 
or her current assignment. 

F1220 Calendar Year (if used by LEA) . The calendar 
year in which the staff member carries out his 
or her current assignment. 

F1230 Tern) of Current Assignment A division of the 
school year (the 12*month period of time 
denoting the beginning and ending dates for 
school accounting purposes) which may be 
divided into regular and summer terms, semes- 
ters, trimesters, quarters, or whatever division 
is used by the LEA. In the case of teaching 
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substitutes or other staff members who have 
temporary assignments, the term should be 
designated as "Intermittent."' 

F1240 Date of Beginning of Current Assignment The 
month, dav, and year on which the staff 
member^ current assignment began. 

F2000 OPERATIONAL UNIT AND LOCATION OF 
CURRENT ASSIGN'^flENT 

The operational unit to which the staff mem- 
ber is assigned and the location and specific 
building in which the assignment is performed. 

F2100 Operational Unit to Which Assigned. The spe- 
cific entity to which the staff member is 
assigned and for which funds are allocated. 
(See OE Handbook II, p. 61, for a more 
detailed discussion of the operational unit at a 
dimension in fund allocation.) Examples of 
such entities include a specific school (e.g., Elm 
Tree High School), general administration (e.g.« 
the central administrative office), transporta- 
tion (e.g., the main bus garage), or warehousing 
(e.g., the main warehouse). This dimension 
may be subdivided Into as many entities as 
necessary. 

F2200 Location of Atiignment. The site and building 
at which a staff member performs an assign- 
ment. 

F2210 Facility . One or more buildings on a sita 
belonging to or used by an LEA for school 
purposes. The facility should be identified by 
name and/or number. 

F2211 Day/Evening Facility. A building or site, be- 
longing to or used by an LEA, which pupHi 
attend during any part of the day or evening 
(as distinguished from a residential school). 

F2212 Residential Facility. A building or site, belong- 
ing to or used by an educational institution, ait 
which pupils are boarded and lodged as well aa 
taught. 

F2213 Shared Facility. A building or site which 
belongs to either a public or nonpublic school 
agency but which Is used by both. This 
category would Include private residential 
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P.-CONDITIONS OF CURRENT ASSIGNMENT 

(Continued) 



schools which also are used for public school 
classes. 

F2220 Community Facility . A building or site belong- 
ing to the community and used by the school 
for school purposes. Any such community 
facility should be specified. 

F2230 Home of Pupii The home or residence of a 
pupil. For local use, the specific home or 
residence should be identified. 

F2240 Hospita l. A building or site belonging to or 
used by a hospital, sanatorium, or convalescent 
home. The specific institution and room num- 
ber or other space designation should be given. 

F2250 Supportive Facility . A building or site not 
necessarily used for instructional purposes, 
such as an administrative office, a carpool or 
garage, or a v^rehouse. The address of any 
such facility should be specified. 

F2290 Other Facili ty. A location (other than those 
included under Items F2210 through 2250), be- 
longing to or used by a service organization or 
public noneducational agency, such as a com- 
mercial television studio, a summer camp, or a 
building or site. Any such facility and the agency 
to which it belongs should be identified. 

F3000 SCHEDULE FOR CURRENT ASSIGNMENT 

Data elements describing the specific time 
schedule for each current assignment of .he 
staff member. 

F3100 Asslflned Days of the Weak. The specific days 
of the week when the staff member currently is 
rcheduled for each assignment. 

F3200 Assigned Hours of the Day. The specific hours, 
if applicable, during each school day (e.g., 
9:00-10:00 a.m.) when the btaff member cur- 
rently is scheduled for eacK assignment. 

F4000 STAFF ASSIGNMENT WORKLOAD 

Data about the factors used in measuring a 
staff member's efforts in fulfilling an assign* 



ment, including the type of activity, the unit of 
work, and the time involved in the task. These 
data elements are used in making decisions 
regarding the number of staff members needed 
for a particular task or job; e.g., the number of 
counselors needed for elementary pupils, the 
number of teacher aides needed for elementary 
pupils, the number of teacher aides needed in a 
particular program area, the number of painters 
needed to keep facilities protected from 
weather. 

F4100 Type of Activity. An extension of the staff 
assignment workload description to more fully 
define the activity to be measured. For example, 
a "Counseling" assign^nent shouM be defined in 
tenns of the types of duties involved, such as 
counseling pupils in groups or as individuals. 
Other examples of activity ty^^es include elec- 
trical plant engineering or cHectrical mainte- 
nance, teaching In a learning-by-doing setting or 
in an abstract or * carious setting (studying 
about something), or television teaching with or 
without follow-up responsibility. 

F4200 Unit of Work. The number or amount of 
objects serviced or recipients served by staff 
member's efforts. Examples of units, which 
form the basis for establishing the measure of 
the staff member's efforts, include pupils, 
groups of pupils, square feet (for cleaners or 
painters), drops or outlets (for electricians). 

F4300 Time. The nuf./ er of units of time relevant to 
measuring the unit of work in which the staff 
member is eng ^ad. Units of work may be 
measured in hours, days, weeks, or terms. A 
painter employed by the hour would be mea- 
sured by the number of squares (e.g., 10 feet by 
10 feet) painted per hour, while a counselor's 
efforts would be measured by the number of 
pupils counseled per week and term. 

G.-CURRENT EMPLOYMENT 

Employment data include material on the staff 
member's contractual status with the LEA as well as 
personnel data on participation in insurance and 
retirement programs, current leave status, and sal* 
ary. 
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Q1000 EMPLOYMENT INFORMATION 

01100 Means of Introduction to the LEA. Data on 

the way in which the staff member was 
initially introduced to the LEA or the way in 
which the LEA became aware of the staff 
member's availability for employment. These 
data can be used by the local administrator in 
developing a history of recruitment efforts; 
depending upon needs, the elements can be 
expanded or reduced. 

Gil 10 LEA Recruitment Effort The staff member 
was introduced to the LEA through a formal 
(e.g., placement office) or informal effort on 
the part of the LEA to recruit staff members 
through colleges, universities, vocational insti- 
tutes, schools, or other institutions. 

Gl 1 20 Staff Recommendatior) . Another staff member 
already employed by the LEA recommended 
the new staff member for employment. 

G1130 Work Related Oraaniiatior) Recommendation. 
The staff member was introduced to the LEA 
and recommended for employment by a work- 
related organization. 

Gl 140 Advertising by the LEA . The staff member was 
introduced to the LEA by such advertising 
techniques as newspaper or radio advertise- 
ments. 

Gil 50 Employment Agency . The staff member was 
introduced to the LEA through a govern- 
mental agency, union, or private employ- 
ment agency. 

Gil 60 Student Teaching or Internship . The staff 
member was introduced to the LEA during the 
period of student teaching or internship and 
was subsequently hired. 

Gil 70 Employeelnitiated Effort . The staff member, 
thmugh his own efforts, initiated his introduc- 
tion to the LEA. 

G1190 O^er Means . The staff member was intro- 
duced to the LEA through means other than 
those listed under the above data elements. 
Such means should be specified. 



01200 Time of Employment. The employing date and 
the number of years the staff member has been 
employed in the various assignments. 

G1210 Data Staff Member Was First Employed in 
LEA. The month, day, and year when the staff 
member first entered into employment with 
the LEA and assumed responsibilities. 

G1220 Number of Years Employed in LEA . The total 
number of years that the staff member has 
been employed in the LEA. (At the discretion 
of the local administrator, this element can 
be subdivided by job location within the 
LEA.) 

G1230 Number of Years in Current Assignment. The 
total number of years that the staff member 
has been functioning in the current assignment. 

G1240 Number of Years in Other Assignments With 
the LEA . The total number of years in each 
assignment other than the current one. 

G1300 Employment Status. The circumstances under 
which the staff member serves the LEA. 

G1310 Probationary . The employment status of a 
staff member who is employed preliminary to 
being placed on tenure status upon satisfactory 
performance over a stipulated period of time. 

G1320 Temporary . The employment status of a staff 
member who is employed on a per diem basis 
year-to-year, term-to-term, or day-to-day. 

G1330 Tenure of Permanent . The employment status 
of a staff member whose employment is not 
subject to discontinuance by the governing 
authority except by due process. 

G1390 Other Employment Status . The employment 
status of a staff member who is not on 
probationary, temporary, tenure, or permanent 
status. Examples of sta^'' members having this 
status are those on contracts with no tenure 
arrangements, those long*term substitute staff 
members who serve in the capacity of regular 
staff members but whose service does not 
qualify them for tenure, and those staff mem- 
bers who have been suspended. 
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g-CURRENT EMPLOYMENT (Continued) 

G1400 Contractual Status. The type of contract under 
which the staff member is serving the LEA. 

G1410 Annual Contract A contract covering a period 
of one fiscal year. 

G1420 Multiyear Contract A contract covering a 
period of two or more consecutive years. 

G1430 Continuing Contract A contract which con- 
tinues automatically from year to year without 
action on the part of the governing authority, 
but which may be terminated through appro- 
priate action on the part of the parties in- 
volved. 

G1440 Volunteer/No Contract An agreement under 
which the staff member provides services and 
conforms to the regulations of the LEA, but 
does not receive remuneration. No formal 
contract exists. 

G1490 Other Agreement A contract or agreement 
other than those described in elements G1410 
through G1440, such as a letter of intent or an 
unwritten agreement. 

G1500 Contract Dates. Significant dates (month, day, 
and year) contained in the contract between 
the staff member and the governing authority, 
including the dates when staff services are to 
begin and end, the date the contract was made 
valid, and the date the contract was terminated 
for any reason. 

G1600 Amount of Time Employed Annually. The 
number of calendar months annually the staff 
membe. is employed to perform an assignment 
for the LEA. Months are to be reported to the 
nearest half. For staff members employed for 
short periods of time, such as in adult educa- 
tion programs, number of weeks may be a 
more practical entry. If number of weeks 
rather than months is used, this deviation 
should be indicated clearly. 

G1700 Coverage Under ttie Provisions of the Fair 
Labor Standards Act. Identification of the 
staff member's assignment as to whether it falls 



under the provisions of the Fair Labor Stan- 
dards Act, which establishes a Federal mini* 
mum wage and eligibility for receiving over* 
time pay. (Coverage depends upon the extent 
of managerial responsibility, use of indepen- 
dent discretion, position qualifications, and 
pay level of the assignment.) 

G1710 Nonexempt Status , The staff member's assign- 
ment is covered by the Federal minimum wage 
provisions, and he is eligible for overtime pay. 

G1 720 Exempt Status. The staff member's assignment 
is not covered by the Act. 

G2000 SALARY OR WAGE 

Data about the annual contractual salary, 
wage, or wage rate expected to be paid to the 
staff member for the period of employed 
time during the current school year. If an 
instructional staff member such as a teacher, 
librarian, or counselor is employed for both 
the regular school term and the summer school 
term, a separate entry should be made to 
indicate the amount expected to be paid the 
staff member for each term. 

G2100 Contract Salary or Wage. The contractual 
salary or wage, before deductions, expected to 
bo paid to the staff member during the current 
school year. 

G2200 Additional Salary or Wage. The amount of 
money before deductions (not included in 
element G2100) expected to be paid to the 
staff member during the current school year 
for such activities as extra duty and overtime. 

G2300 Other Salary or Wage Rate. The rate of pay 
(e.g., hourly or daily) to be paid a staff 
member during the current school year. The 
wage rate is to be recorded under this item for 
those staff members whose salary or wage 
varies to the extent that an entry under 
element G2100 would not be practical. 

G2400 Other Types of Compensation. Any nonmone- 
tary compensation (e/.j., e car allowance, use of 
a rent-free house, free meals while at work) 
which a staff membc^r receives as part of the 
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total compensation. The type of compensation 
should be specified. 

Q3000 INSURANCE 

Data concerning the staff member's member- 
ship in an insurance plan for which the LEA 
has accounting responsibilities. 

Q3100 Health Insurance. Data about the staff mem- 
ber's membership in a health insurance plan for 
which the LEA has accounting responsibilities. 
This category would include regular hospital 
and surgical benefits as well as major medical 
coverage. 

G3110 Eligibility for Heal^ Insurance . Entry as to 
whether the staff member is or is not eligible 
for health insurance. 

G31 1 1 Reason, if Ineligible. Specified reason for staff 
member's ineligibility. 

G3120 Name o f I nsuring Company , The name of the 
company insuring the staff member. 

031 30 Effective Date of Coverage. The month, day. 
and year on which the staff member's health 
insurance coverage began. 

G3140 Type of Coverage . The type of coverage (e.g.. 
family coverage, high option, low option) 
which the staff member has selected. 

G31 50 Amount o f P ayment Per Pay Period The 
monetary amount the staff member must pay 
each pay period for the health insurance 
coverage. 

G3160 Additional Health Cover age. Any 'additional 
monetary contribution which the staff member 
makes to the health insurance plan in order to 
have additional health coverage. 

G31 70 Effective Date of Additional Coverage. The 
month, day. and year on which the staff 
member's additional health insurance coverage 
became effective. 

G3180 Amount of Pa yment Per Pay Period for Addir 
tional Coverage. The monetary amount that 



the staff member must pay per pay period for 
additional health insurance coverage. 

G3200 Life Insurance. Data about the staff member's 
membership in a life insurance plan for which 
the LEA has accounting responsibilities. 

G3210 Eligibility for Life Insurance. Entry as to 
whether staff member is or is not eligible for 
life insurance. 

G321 1 Reason, if Ineligible. Specified reason for staff 
member's ineligibility. 

G3220 Name of Insuring Company . The name of the 
company insuring the staff member. 

G3230 Effective D ate ^f Coverage. The month, day. 
and year on which the staff member's life 
insurance coverage began. 

G3240 Type of Co v erage . The type of life insurance 
coverage chosen by the staff member (e.g.. 
term, whole life, contributory). 

G3250 Amount of Coverage. The total amount for 
which the staff member's life is insured. 

G3260 Staff Mem ber's Contribution Per Pay Period to 
Premium . The monetary amount the staff 
member contributes per pay period to his or 
her share of the premium payment. 

G3270 Special Terms. The specific benefits of the 
staff member's life insurance policy (e.g., 
double indemnity benefits). 

G3280 Name and Address of "beneficiary . The name 
and address (street number and name, city or 
county, and State) of the beneficiary named 
by the staff member in the life insurance 
policy. 

G3300 Other Insurance. Data on the staff member's 
membership in other insurance plans (e.g.. 
liability, disability, dental insurance) for which 
the LEA has accounting responsibilities. At the 
discretion of the local administrator, this cate- 
gory may be expanded to contain data ele- 
ments appropriate to the type of insurance, 
similar to the elements under G3100. Health 
Insurance, and G3200. Life Insurance. 
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G.-CURRENT EMPLOYMENT (Continued) 



G5150 Staff Memb er's Contribution to Retirement 



G4000 SPECIAL PAYROLL ARRANGEMENTS 

Any special payroll deductions or paycheck 
arrangements which the staff member has 
specifically requested and for which the LEA 
has accounting responsibilities. This category 
would Include arrangements for direct deposit 
of paychecks to the staff member's bank and 
special continuing deductions such as those for 
savings bonds, union dues, and large charitable 
contributions (e.g., a contribution to the 
United Givers' Fund deducted over a year). 
Any such special arrangements should specify 
the amount to be deducted per pay period 
from the staff member's paycheck or voucher. 

Q6C00 RETIREMENT 

Data relating to the staff member's member- 
ship in a retirement system for which the LEA 
has accounting responsibilities. Examples of 
elements would include the date (month, day, 
and year) when the staff member entered the 
retirement system, years of creditable service, 
earliest possible date of retirement, date of 
mandatory retirement, actual date of retire- 
ment, and condition of retirement. 

G5100 Retirement Program. The program adopted by 
an LEA which formally specifies the benefits 
that staff members will receive at various ages 
and lengths of service. 

G5110 El igibility for Retirement Program. Designa- 
tion as to whether the staf^ .ember is or is not 
eligible for membership in the LEA's retire- 
ment program. 

G5120 Typ e of Program in Which the Staff Member Is 
Participating . The specific kind of retirement 
program (e.g., a State annuity program) in 
which the staff member has membership. 

G5130 Anticipated Rrtlrement Date. The earliest pos- 
sible date when the staff member will be 
eligible for retirement. 



Program . The amount which the staff member 
contributes each pay period to the LEA's 
retirement program. 

G5160 Retirement Plan Op tion S e lected by Staff 
Member . The retirement plan option (e.g., 
normal retirement, "postponed retirement, early 
retirement, reduced pension, survivors bene* 
fits), which the staff member has selected. The 
various options would depend upon the indl- 
vidual LEA, and the descriptive terms entered 
should be specified for consistency by the local 
administrator. 

G6000 SERVICE AND LEAVE STATUS 

G6100 Current Service Status. Data as to whether the 
staff member has full-time or part-time service 
status in the LEA. 

G6110 FulhTime . A staff member whose total 
current assignments, regardless of their clas- 
sification, require his or her services 
throughout the school term for at least the 
number of hours equal to the hours in a 
regular school day. 

G6120 Part-Time . A staff member whose total current 
assignments require less than his full-time 
services. A part-time staff member may be 
employed full-time for part of the school term 
or part-time for part or all of the school term. 

G6121 Hours Per Weelc. The average number of hours 
per week that the part-time staff member is 
expected to ^ork. 

G6122 FulhTime Equivalency of Assignment The 
amount of time for a less-than-full-time 
assignment divided by the amount of time 
normally required in a corresponding full-time 
assignment. Full-time equivalency usually is 
expressed as a decin^al fraction to the nearest 
tenth. (See chapter 6, p. 88.) 

G6123 Substitute Status. The circumstances under 
which a staff member is expected to perform 
services for an LEA on an as-needed basis. 



G5140 Effective Date of ^'^^enn g Retirement Pro- 
gram . The month, g and year on which the 
staff member entered the retirement program. 



G61 23.01 Days Willing to Work. The number and/or 
specified days per week that the substitute 
employee is Vi^illing to work. 



82 



ERLC 



G61 23.02 Time Willing to Work. The number of hours 
per day or the specified time period, If less 
than the normal school day, that the 
substitute employee is willing to work. 

G6200 Current Leave Status. Data on any legitimate 
absence of the staff member from duty assign- 
ment. The amount of leave allowed, amount of 
leave accumulated, amount of leave taken, date 
of leavimj, and ancitipaied date of return 
should be recorded under the appropriate 
items. 

G6210 Sick Leave . Leave permitted staff members for 
illness. 

G6220 Persomil Leave . Leave permitted staff members 
for personal reasons, including emergency cir- 
cumstances. 

G6230 A nnuat Leave. Leave which may be taken by 
the staff member during t>e school year 
through authorization. Annua! leave is exclb- 
sive of sick leave. Some or aM accumulated 
annual leave may or may not be carried 
forward from one school year to the next, 
depending upon LEA regulations. 

G6240 Sabbatical Leav e. A leave of absence, following 
a designated number of consecutive years of 
service, providing members of the instructional 
staff with opportunity for self-improvement 
through activities such as graduate study, 
occupational experience or training, travel, 
writing, or recuperation. 

G6250 Military Leave. Leave, without loss of tenure, 
allowed a staff member while in the armed 
forces. 

G6260 Maternity Leave . Leave, in addition to sick 
leave, allowed a staff member before and after 
the birth of a child. (The use of a separate data 
element for maternity leave is subject to local 
and State regulations.) 

G6270 Leave Without Pay . Leave of absence without 
remuneration. 

G6280 Gov ernmenvRequested Leave (IrKludlng jury 
dutyl Leave permitted a staff member for such 
government*requected reasons as jury duty. 



G^90 Other Leave. Leave for reasons othei* than 
those listed above. Such leave should be 
specified. 

H.-CAREER DEVELOPMENT 

The data in the H series relate to the staff member's 
performance and growth in his current assignment. In 
addition to providing an element for evaluation of 
performance, this dimension describes factors, such as 
the need for additional training or experience, which 
bear upon an administrator's decision to promote or 
transfer the staff member. 

H1000 QUALITY OF PERFORMANCE 

Data pertaining to the degree of effectiveness 
with which the staff member functions relative 
to goals and objectives which are mutually 
determined and evaluated. There are numerous 
criteria and methods for evaluation in current 
use in LEA's; the choice of which criteria and 
method to use in evaluating various occupa- 
tional levels of staff members is left to the 
discretion of the local administrator according 
to school board policy and State regulation. 
Examples of evaluation criteria are found in 
appendix B. 

H1 100 Results of Evaluation. An appraisal of the staff 
member's performance. Depending upon the 
evaluation instrument used, this category could 
contain the results of an evaluation based on 
goal achievement, statements regarding oer- 
formance evaluation, or single phrase or word 
entries. (See appendix B for examples.) Each 
time the staff member is evaluated (usually 
annually), the resuUs should be entered in this 
cr.cetory along with data in HI 200 and HI 300. 

H1110 In Previous Assignments With Prior Employers . 
Evaluation results of performance under prior 
employment. 

H1120 In Previous Assignments With Present Cm- 
p/ygr . Evaluation results of performance 
under present employment previous to the 
current year. 

H1 130 In Cur rent Assignment. Evaluation results of 
performance with present employer for the 
current year. 
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H.-*CAREER DEVELOPMENT (Continued) 

H1200 Date of Evaluation. The date on which the 
results of the staff member's evaluation is 
recorded. 

H1210 In Previous Assignments With Prior Employers. 
Recording date of evaluation results of per- 
formance under prior employment. 

HI 220 In Previous Assignments With Present Em- 
ployer. Recording date of evaluation results of 
performance under present employment previ- 
ous to the current year. 

HI 230 In Current Assignment Recording date of 
evaluation results of performance with present 
employer for the current year. 

H1300 Name and Title of Person(s) Evaluating. The 

name(s) and title(s) of the person(s) involved 
incompleting the staff member's appraisal. 

H1310 In Previous Assignments With Prior Employers . 
Evaluator(s) of performance under prior em- 
ployment. 

HI 320 In Previous Assignments With Present Em- 
ployer. Evaluator(s) of performance under 
present employment previous to the current 
year. 

HI 330 In Current Assignment. Evaluator(s) of per- 
formance with present employer for the cur- 
rent year. 

H2000 DESIGNATION OF POSITIONS TO WHICH 
STAFF MEMBER COULD BE TRANS- 
FERRED OR PROMOTED 

Indication of those positions w:thin the LEA 
which are within th^ :90tential ability level of 
the staff member by virtue of experience, 
training, and general overall capability. Poten- 
tial positions should be described thoroughly, 
including the job classification (C series) and 
function/program area (D series). 

H2100 Pint Alternative. The position most lilcely to 
utilize fully the capabilities of the staff mem- 
ber, in the opinion of the evaluator(s). 



H2200 Second Alternative. The position most likely 
to be the second alternative in utilizing fully 
the capabilities of the staff member, in the 
opinion of the evaluator(s). 

H2300 Third Alternative. The position most lil<ely to 
be the third alternative in utilizing fully the 
capabilities of the staff member, in the opinion 
of the evaluator(s). 

H3000 READINESS FOR SUCCESSFUL PERFORM- 
ANCE IN ASSIGNMENT OF GREATER RE- 
SPONSIBILITY 

The degree to which the staff member's capa- 
bilities would permit successful performance in 
an assignment of greater responsibility. 

H3100 Immediately. Ready for greater responsibility 
or assignment of broader scope immediately. 
Administration should tal<e whatever action is 
necessary to utilize fully the staff member's 
ability. 

H3200 Near Future. Ready for greater responsibility 
in the near future (0-1 year) with considerable 
likelihood that the btaff member will perform 
well. 

H3300 Intermediate Future. Heady for greater re- 
sponsibility in the intermediate future (1-3 
years) with considerable likelihood that the 
staff member will perform well. 

H3400 Not Ready but Performs Satisfactorily. Not 
ready for a future move but performs satisfac- 
torily in current position. 

H4000 CAREER DEVELOPMENT NEEDS 

Description of the exposure and preparation 
required by the staff member to be ready for a 

specified future assignment. 

H4100 No Preparation or Additional Experience Re- 
quired. No requirement of further preparation 
prior to staff member's assumption of a speci- 
fied future assignment. 

H4200 Job Sp'icialization Required. Requirement of 
expose, e to a job of a specialized nature which 
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would provide specific experience valuable to 
the staff member's development. 

H4300 Job Rotation Required. Requirement of expo- 
sure to one or more jobs which would provide 
overall experience valuable to the staff mem- 
ber's development. 

H4400 Ta$k Assignment Required. Requirement of 
exposure, along with other staff members, to a 
temporary task which would provide experi- 
ence valuable to the development of the staff 
member. 

H4500 Formal Preparation Required. Requirement of 
attendance at formalized training which would 
provide information or exposure valuable to 
the staff member's development. 

H4510 Type of Pre p arati on, Description of the kind 
of formal training (e.g., courses, seminars, 
institutes) recommended for the staff mem- 
ber's development. 

H4520 Location of Pre paration . The location where 
the recommended training would take place 
(e.g., within the LEA, at an outside firm, or at 
an educational institution). 

H4530 Duration of Preparation. The length of time in 
days or months, as appropriate, that the 
recommended training v^/ould probably require. 

H4540 Fundi ng of Preparation . The source of funds to 
pay for the recommended training (e.g., 
whether the source is the ? member, the 
LEA, or some other agency or organization). 

H9000 OTHER CAREER DEVELOPMENT INFOR- 
MATION 

L-SEPARATION 

Separation involves the severance ol the empiuy- 
ment relationship between the staff member and the 
LEA. This dimension is used to detail the conditions 
under which the staff member and the LEA terminate 
their employment relationship. (In the case of dis- 
charge, it is extremely important that the local 
administrator comply with State and local regulations 
regarding procedures and documentation.) The cate- 



gories of voluntary and involuntary separation are 
subdivided into specific reasons for termination which 
may provide valuable data for personnel administra- 
tion. Data on the staff member's eligibility for reem- 
ployment are also maintained for future planning 
purposes. 

11000 TYPE OF SEPARATION 

The basic types of separation which can occur 
in an LEA. 

11100 Voluntary Separation (Resignation). Separation 
resulting from a decision made solely by the 
staff member. This class of separation is com- 
monly referred to as "resignation." 

11200 Involuntary Separation. Separation resulting 
from a decision made solely by the LEA after 
due'process. 

11300 Separation by Mutual Agreement. Separation 
resulting from a decision arrived at jointly by 
both the staff member and the LEA. 

11400 Separation by Death. Separation resulting from 
death of a staff member. 

11500 Retirement. Separation resulting from a staff 
member leaving the LEA in accordance with the 
provision of a specific program allowing or 
requiring a staff member to leave upon reaching 
a certain age, a certain number of years of 
service, or upon sustaining a disability. 

12000 REASON FOR SEPARATION 

The reason for termination of the employmertt 
relationship. In the case of voluntary separa- 
tion, the reason is usually supplied by the 
departing staff member. The local administrator 
should supply the appropriate data in case of 
involuntary separation. Details of retirement are 
usually maintained by the retirement agency 
generally an agent of the State. 

12100 Voluntary Separation. This category may be 
subdivided and expanded as necessary at the 
discretion of the local administrator. The fol- 
lowing are a few of the many possible elements 
in this category. 
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I.-SEPARATION (Continued) 



12110 To Seek Other Employment 

12120 To Accept Other Employment 

12130 To Engage in Formal Study or Research . 

12140 For Marriage . 

12150 For Illness. 

12160 For Personal Reasons . 

12170 No Known Reason . 

12300 Involuntary Separation, The following are the 
possible reasons for a staff member's termi- 
nation on an involuntary basis. Others may be 
added as needed. 

12310 Layoff . Separation resulting from largely eco- 
nomic factors which no longer require the 
existence of the staff member's position. 

12311 Budgetary Reduction. 

1231 2 Organizational Restructuring. 

1 231 3 Decreased Workload. 

12320 Discharge . Separation resulting from the man- 
ner in witich the staff member has conducted 
himself. There are many possible specific causes 
for discharge which could come under this 
element; the division into subelements is limited 
only the the detail to which the local adminis- 
trator needs these data and the ability to 
collect, maintain, and use them. The following 
are a few of the many possible elements in this 
category. 

1 2321 Not Suited for Present Position. 



12322 Commission of Serious and/or Continuing Acts 
Involving Misconduct, Insubordination, Negli- 
gence, Infraction of Law or Regulation, or the 
Like 

12323 Continued Absence or Tardiness. 

12324 Falsified Application Form, 

12325 Tenure Not Being Granted. 

12326 Unsatisfactory Work Performance. 

12340 Location of Discharge Documentation (if other 
than staff files) . The location, if other than staff 
files, where the written documentation of staff 
discharge proceedings are kept (e.g., in a locked 
vault of specified location; at court, if im- 
pounded). 

13000 ELIGIBILITY FOR REEMPLOYMENT 

The degree of satisfaction with staff member's 
past performance. 

13100 Eligible for Reemployment. The LEA would 
have no reservations about reemploying the 
former staff member in a position for which he 
is qualified. 

13200 Not Eligible for Reemployment. The LEA 
would not rehire the former staff member. 

13300 Eligible for Reemployment on a Conditional 
Basis. The LEA would rehire the former staff 
member provided certain conditions could be 
met. 



14000 DATE OF SEPARATION 

The month, day, and year on which the staff 
member's employment terminates. 
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Chapter 6 
UNITS OF MEASURE 



Scientific management, for many major decisions, 
depends on quickly calculated ratios and measures as 
indicators of status and/or change. The U.S. Depart- 
ment of Commerce has such indexes as gross national 
product, cost of living, and balance of payments; in the 
field of agriculture, indexes include crop yield, com- 
modity futures, and livestock production. In other 
fields there are similar ratios and measures. 

In education, a common measure is the number of 
pupils or students to be served. Indicators of status or 
need are sometimes based on pupils per teacher or 
group of teachers, pupils per learning space, pupils per 
staff member (teaching or nonteaching), and pupils per 
school. In this handbook, the concern is optimum 
staffing of an LEA or a school. The problem is to 
maximize the process of matching the knowledge and 
skills needed with those possessed by staff employed. 
In other words, effective staff administration includes 
careful, systematic assignment o teachers to pupils, 
teacher aides to pupils, counselors to pupils, and 
should result in the proper ratios of teacher aides and 
teaching assistants to teachers, supporting services staff 
to teachers, and technological devices (equipment) to 
staff and pupils. 

In addition to suggesting some sample pupil -to-staff 
and staff-to-staff ratios, this chapter describes some 
procedures for counting staff members, assignments, 
and equipment, and defines full-time equivalency, staff 
retention rate, staff separation rate, and resource mix 
of staff. 

A measure related to school staff is any quantitative 
information concerning staff of an LEA or other 
reporting unit (e.g., a school, an intermediate adminis- 
trative unit, or a State) which can be expressed in 
terms of its relation to other definable units such as 
equipment, pupils, cost, and time. Measures involving 
staff can be compared when they: 

• Are based on standardized information 

• Apply to comparable administrative units (e.g.. 
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schools, LEA'S, intermediate administrative units, 
or States) 

• Have the same time application 

V Are related to the same definable units such as 
pupil membership or actual salaries paid 

• Are computed by the same process 

Some units of measure are defined below. Some 
examples are presented to suggest standard techniques 
for making decisions in staff analysis and staff ac- 
counting. 



STAFF QUANTITATIVE UNITS 

Some useful quantitative measures of staff include 
counting staff as individuals, counting assignments of 
staff members, enumerating the number of full-time 
equivalencies of staff, and determining the average 
length of service and the average salary of the various 
types of staff. 

Staff Counts 

When counting staff members for reporting or 
analysis, each staff member is counted as 1«0 individ- 
ual. In this handbook/ a staff member is never counted 
as a fraction of 1.0 regardless of the circumstances of 
his or her employment or assignment. 

The following are examples of some of the different 
ways of counting staff members (each counted as 1.0 
whether full-time or part-time): 

• Number of staff members employed 

• Number of staff members assigned to teach 

• Number of staff members assigned to any other 
partteular activity 

• Number of full-time staff members 

• Number of part-time staff members. 
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Anifnmant Counts 

An assignment is the activity or group of activities 
which a staff member is required to perform. The most 
common types of assignments are listed and defined in 
chapters 4 and 5 of this handbook. An assignment is 
either full time or part time (less than full tinr>e). A 
full-time assignment is counted as 1.0 and a part-time 
assignment is counted as a fraction of 1.0 (usually in 
tenths) to indicate its equivalency to a full-time 
assignment. 

Full-Time Equivalency of Assignments 

A staff accounting system should provide not only 
for classifying the services performed by each staff 
nrwmber, but also for recording the amount of time 
rwrmally required of a staff member to perform each 
assignment. Both these requirements can be met when 
the full-time equivalencies are recorded for each 
assignment made to a staff member. Full-time equiva- 
lencies are essential for evaluation of staff services, 
factual reporting about staff members, a better under- 
standing of educational services, and comparison of 
staff information and measures. 

Full-time equivalency of assignment is the amount 
of time normally required of a staff member to 
perform a part-time assignment in proportion to that 
normally required to perform the same assignment full 
time. (The number 1.0 represents one full-time assign- 
ment.) Full-time equivalency is derived by dividing the 
amount of time required in the part-time assignment 
by the amount of time required in a corresponding 
full-time assignment. This measure of time is usually 
expressed as a decimal fraction to the nearest tenth. 

Information about the total employed time of a 
staff member, regardless of assignment, L obtained 
through entries under G6100, "Current Service Sta- 
tus.^^ In addition, this handbook recommends that 
entries which show full-time equivalency of assign- 
ments be made under the appropriate data elements in 
which the assigned activities of the staff member are 
classified. 

The following examples are given to illustrate 
selected assignment classifications in terms of full-time 
equivalency of assignments: 

e Program (Service Area). A full-time staff member 
is assigned duties as a teacher aide one^half of the day 
and as a secretary to the superintendent of schools 
one-half of the day. An entry is made to show that the 



assignment of the staff member by program (service 
area) is 0.5 for "Executive Administration Services" 
(D2320) and 0.5 for "Instruction" (D1000). 

e Subprogram (Area of Responsibility). A part-time 
staff member, employed for half days only throughout 
the regular school term, is assigned duties as a cook. An 
entry is made to show that the assignment of the staff 
member by subprogram (area of responsibility) is 0.5 
for "Food Preparation and Dispensing Services" 
(D2562). 

e Job Classification. A part-time staff member fully 
qualified as a teacher and employed half dayi during 
the entire regular school term, is assigned duties as a 
kifKiergarten teacher. An entry is made to show that 
the assignment of the staff member by job classifica- 
tion is 0.5 for "Professional-Educational" (C2005). 

e Job Classificatior). A staff member who is a 
master mechanic but who has not completed profes- 
sional training as a teacher, is assigned duties, half-time, 
as a teacher of mechanics in a high school. An entry is 
made to show that the assignment of the staff member 
by job classification is 0.5 under the 'Technical" 
category of "Assistant Teaching Assignment" (C4012). 

e Activity Assigr^ment A full-time staff member is 
assigned duties as principal of a school 60 percent of 
the time and as a teacher 40 percent of the time. An 
entry is made to show that the assignment of the staff 
member by activity assignment is 0.6 for "Principal 
Assignment" (CI 008) and 0.4 for 'Teaching Assign- 
ment" (C2005). 

e Scope of Assignment A full-time staff member is 
assigned duties as a music teacher in a single school 50 
percent of the time and as a systemwide music 
consultant 50 percent of the time. An entry is made to 
show that the assignment of the staff member by scope 
of assignment is 0.5 for "Single Operational Unit" 
(F1140) and 0.5 for "Systemwide" (F1120). 

e Subject Matter Area. A full-time staff member is 
assigned duties teaching English 40 percent of the time 
and teaching social studies 60 percent of the time. An 
entry is made to show that the assignment of the staff 
member by subject matter area is 0.4 for "English 
Language Arts" (E1005) and 0.6 for "Social Studies/ 
Social Sciences" (E1015). 

In addition to determining full-time equivalency of 
assignments in the current assignment classifications 
illustrated above, the same determinations can be made 
to show full-time equivalency of staff assignments by 
"Location of Current Assignment" (F2200); by grade 
of pupils served, using that dimension in OE Handbook 
V; and by medium of instruction and instrnctional 
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level, using those dimensions in OE Handbook 
VI. 

The above examples illustrate how the full- 
time equivalency of each assignment to a staff member 
can be established according to classifications of the 
assigned activities. A recognition of the full-time 
equivalency of assignments is basic to many uses of 
staff information in staff evaluation and personnel 
management. Used in combination with other staff 
information, it can provide an accurate assessment of 
staff utilization. It permits valid applications of meas- 
ures involving staff, and it can reflect in necessary 
detail the services provided by the staff members of the 
LEA. 

When the full-time equivalency of each assignment 
to a staff member is determined, activities which are 
incidental to the full-time or part-time assignment 
should be considered as part of the assignment. A staff 
member, for example, who has assigned activities 
which clearly constitute a full-time classroom teaching 
assignment, may have occasional duties, such as super- 
vising playground or lunchroom, which are incidental 
to the full-time classroom teaching assignment. To 
record such incidental activities on a full-time equiva- 
lency basis, thus reducing the classroom teaching duties 
to a part-time assignment, would defeat the purpose of 
determining the full-time equivalency of staff member 
assignments. 

If, however, a staff member has duties which clearly 
reduce the time to be given to an assignment, such 
duties should be recognized as constituting a separate 
assignment for which a full-time equivalency is de- 
termined. For example, a staff member who has a 
part-time classroom teaching assignment in order to 
serve as a librarian has two part-time assignments-one 
as a classroom teacher and one as a librarian. Each 
assignment should be recorded according to its equiva- 
lency of a full-time assignment. 

It is possible for a staff member as 1.0 individual to 
perform activities which, in total, clearly constitute 
more than 1.0 full-time assignment. It is also possible 
for total assignments in terms of full-time equivalency 
to exceed the count of staff members. For example, a 
staff member may have a full-time teaching assignment 
and, in addition, drive a school bus after regular school 
hours. The staff member is still counted as 1.0 
individual, but in terms of counting full-time equiva- 
lency of assignments, he may be performing activities 
for the LEA which total I.B. In such a case, the staff 
records should indicate that the staff member has a 
'Teaching Assignment" with a full-time equivalency of 



1.0 and a 'Vehicle Operating Assignment" with a 
full-time equivalency of 0.5. The staff accounting 
system will then accurately reflect the services per- 
formed by the staff member. 

Average Length of Service 

For any identified group of staff members currently 
employed, the average length of their service as staff 
members in the LEA is the sum of the total number of 
years each has been employed (see G1220, "Number of 
Years Employed in LEA") divided by the number of 
staff members in the identified group, each counted as 
1.0. 

Salary 

Annual Salary. An employee's annual salary is the 
total amount of money paid by the employer for 
services performed over a 12-month period. When 
analyzing salary data, "contract salary" and "salary 
paid" must be taken into consideration. "Contract 
salary" is the amount specified in the employee's 
contract for identified duties or assignments and may 
be the total salary paid. "Salary paid," constituting the 
total money paid during the year, however, may not be 
the same as the contract salary. When the total salary 
paid differs from the contract salary, the employee 
usually receives additional pay not specified 
in the contract. As an example, a staff member is 
employed by contract as a teacher but has an addi- 
tional duty of driving a school bus. In this case, the 
salary paid is the contract salary plus the salary for the 
extra duty. 

Average Annual Contract Salary. This is the amount 
derived by dividing the sum of the annual contract sala- 
ries of an identified group of staff members by the num- 
ber of staff members in the group (using the full-time 
equivalency if part-time staff members are involved). 

Average Annual Salary Paid. This is the amount 
derived by dividing the sum of the total salaries paid to 
staff members in an identified group by the number of 
staff members in the group (using the full-time 
equivalency if part-time staff members are involved). 

STAFF RATES 

Two units of measure frequently used in staff 
acounting are "staff retention rate" and "staff separa- 
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tion rate." "Staff retention rate" is the percentage of 
staff members who remain employed from one period 
of time to the next. The "staff separation rate" is the 
percentage of staff members leaving an LEA or a 
school during a period of time. 

Staff Retention Rate 

This r!ite ;3 determined for an identified group of 
staff members by dividing the number of staf< mem- 
bers remaining for the next successive period by the 
number of staff members at the beginning of the 
period, plus any staff members added for new posi- 
tions, and minus any staff members lost by job 
abolishment. The result is expressed as a percent. The 
following formula may be used: 

" % + a - 1 

Where, 

R - retention rate, expressed as a percent 

- the number of staff members remaining for 
the successive period 

- the number of staff members at the begin- 
ning of the period 

- the number of staff members added for 
new positions 

- the number of staff members leaving for 
job abolisment 

The retention rate may also be calculated by 
subtracting the separation rate from 100. If the 
separation rate is 20 percent, then the retention rate is 
80 percent. 

Staff Separation Rate 

This rate is determined for an idcmifled group of 
staff members for a period of time by dividing the 
number of staff members replaced before the beginning 
of the successive period by the number in the group at 
the beginning of the period, plus those added because 
of added assignments, minus the number leaving and 
not being replaced. The following formula may be used 
in calculating the rate: 



b + a - 1 

Where, 

S - separation rate 



r number of staff members replaced before 

beginning of next period 
b - number of staff members at beginning of 

period 

a number of staff members added because of 

added assignments 
1 - number of staff members leaving the LEA 

without being replaced 

The separation rate may also be calculated by 
subtracting the retention rate from 100. If the reten- 
tion rate is 80 percent, then the separation rate is 20 
percent. 

STAFF RATIOS 

Other units of measure important in staff analysis 
are staff ratios. A ratio is the number of a given type of 
staff member in relation to another type, in relation to 
equipment, or in relation to pupils. A ratio can 
encompass any relationship involved in the teaching 
process. Ratios described in this section include staff- 
to-staff rr^ios, staff-to-pupil s ratios, and resource mix 
per pupil. 

Staff-to^taff Ratios 

Staff are employed at various skill levels under three 
separate functions: D1000 "Instruction," D2000 "Sup- 
porting Services," and D3000 "Community Services." 
The skill levels are identified as C1000 "Official/ 
Administrative," C2000 "Professional-Educational," 
C3000 "Professional-Other," C4000 'Technical," 
C5000 "Office/Clerical," C6000 "Crafts and Trades,'' 
C7000 "Operative," C8000 "Laborer," and C9000 
"Service Work." 

Staff-to-staff ratios are determined by dividing the 
full-time equivalency of staff members in an identified 
group by the full-time equivalency of staff members in 
another group. Examples of staff-to staff ratios are: 

• "Professional-Educational" staff (C2000) to 
'Technical" staff (C4000) assigned to "Instruc- 
tion" (D1000) 

• "Professional- Educational" staff (C2000) to 
"Professional-Other" staff (C3000) 

• "Official/Administrative" staff (CI 000) other 
than "Board of Education" (C1005) and "Tax 
Assessing/Collecting" (C1011) to "Professional- 
Educational" staff (C2000) 

• "Official/Administrative" staff (CI 000) other 
than "Board of Education" (C1005) and 'Tax 



Assessing/Collecting" (C1011) to all "Profes- 
sional" staff (C2000 and C3000) 

• "Official/Administrative" staff (C1000) other 
than "Board of Education" (C1005), "Tax 
Assessing/Collecting" (C1011), "Assistant Princi- 
pal" (C1004), and "Principal" (C1008) to all 
other staff assigned to ''Instruction" (D1000) and 
"Supporting Services" (D2000), other than "Sup- 
port Services-General Administration" (D2300), 
"Community Services" ID3000), and "Debt Serv- 
ices" (D5000) 

• "Teaching" (C2005) to "Teaching Assistants" 
(C4012) and "Teaching Aides" (C5005) 

• 'Teaching" (C2005) to "Teaching Assistants" 
(C4012) 

• "Teaching" (C2005) to "Teaching Aides" 
(C5005) 

• "Teaching" (C2005) to "Remedial Specialists" 
(C2004) 

• "Instructional" staff ['Teaching" (C2005), "Re- 
medial Specialists" (C2004), 'Teaching Assis- 
tants" (C4012), 'Teaching Aides" (C5005), "Stu- 
dent Teaching" (C4010), and 'Teaching Interns" 
(C4013)l to"SupportingServices"staff ["Pupils" 
(D2100) and "Instructional Staff" (D2200)l 

• "Professional-Educational" staff (C2000) of 
"Supporting Services-Pupils" (D2100) and "In- 
structional" staff (D2200) to "Professional- 
Other" staff of "Supporting Services-Pupils" 
(D2100) and "Supporting Services-Instructional 
Staff" (D2200) 

• "Instructional" staff [assigned to* "Instruction" 
(D1 000)1 to "Supporting Services" staff [as- 
signed to (D2000)l 

• "Instructional" staff (assigned to D1000) to 
"Supporting Services" staff (assigned to "Pupils" 
[D2100) and "Instructional Staff" (D2200)l 

• "Instructional" staff (as igned to D1000) to 
"Support Services-School Administration" 
(D2400) 

• "Instructional" staff (assigned to D1000) to 
"Support Services-Instructional Staff" (D2200) 

• "Instructional" staff (assigned to D1000) to 
"Educational Media" staff (D2220) 

• "Instructional" staff (assigned to D1000) to 
"School Library Services" staff (D2222) 

• "Instructional" staff (assigned to D1000) to 
"Audiovisual Services" staff (D2223) 

• "Instructional" staff (assigned to D1000) to 
"Educational Television Services" staff (D2224) 

• "Instructional" staff (assigned to D1000) to "Com- 
puter-Assisted Instructional Services" staff (D2225) 



• "Instructional" staff (assigned to D1000) to 
"Improvement of Instruction Services" staff 
(D2210) 

• "Instructional" staff (assigned to D1000) to 
"Planning, Researcli, Development, and Evalua- 
tion Services" staff (D2620) 

Staff-to-Pupils Ratios 

Two types of pupil units are used in establish- 
ing staff-to-pupils ratios-average daily membership 
(ADM), and pupils in attendance for a particular day 
(APD). The APD unit is used for a staff-to-pupils 
ratio for a particular day and the ADM unit is used 
for a longer period of time, usually a term or year. 
These ratios are determined by dividing the number 
of staff members in an identified group by the 
number of pupils served by that group, using the 
appropriate pupil unit. Full-time equivalency is to be 
used for part-time staff members. 

When calculating the ADM for kindergarten and 
nursery pupils attending half-day sessions, it is neces- 
sary to treat the attendance as half days. The ADM is 
determined by dividing the aggregate half days in 
membership for a period by the number of half days in 
the period. 

Listed below are some examples of staff-to-pupils 
ratios: 

• Teacher ("Teaching Assignment," 2005)-to-pupils 
ratio 

• Teacher assistant ('Teaching Assistant Assign- 
ment," C4012)-to-pupils ratio 

• Teacher aide ('Teaching Aide Assignment," 
C5005)-to-pupils ratio 

• Instructional staff ('Teaching Assignment," 
C2005; "Teaching Assistant Assignment," C4012; 
'Teaching Intern Assignment," C4013; and 
'Teaching Aide Assignment," C5005)-to-pupils 
ratio 

• Counselor ("Counseling Assignment," C2002)-to- 
pupils ratio 

• Principal ("Principal Assignment," C1008)-to- 
pupils ratio 

• Media services ("Librarian/Media Assignment," 
C2003) -to pupils ratio 

• Professional educational staff ("Professional-Edu- 
cational" job classification, C2000)-to-pupils ratio 

• All staff-to pupils ratio 

• Professional educational staff ("Professional-Edu- 
cational" job classification, C2000) per 1,000 
pupils ratio 



• Pupil support staff (staff assigned to function 
D2100)-to-puplls ratio 

• Insttjction staff (staff assigned to function 
DIOOOMo-puplls ratio 

• Supporting services staff (staff assigned to func* 
tion D2000)*to-pupils ratio. 

Resource Mix Per Pupil 

The state of the art of Instruction today Is such 
that there Is a recognized need for a variety of 
skills and techniques to provide for challenning and 
exploratory learning experiences necessary to educate 
self pacing pupils. No longer can a teacher alone 
provide this environment appropriately. A variety of 
staff*member skills accompanied by the technological 
techniques available today make it possible for the 
teacher to be left to make diagnostic and evaluative 
decisions regarding learners. HIstoricallyi phonographs, 
radio, motion pictures, and television have had sig- 
nificant effects on the art of instruction. Further- 
more, the entrance of computers and individualized 
instructional equipment have further enhanced the 
combined staff and technological competencies consti- 
tuting the resource mix. 

The resource mix, then, can be defined as the 
combined skiljs of a team of staff members, with 
varying levels of skills, and technologies of equipment 
and supplies necessary to provide the learning environ- 
ment required to accomplish the individual objectives 
of the learners involved. The average resource mix per 
pupil is derived by determining the sum of the cost of 
the staff members involved and the cost of the 
equipment and supplies used and dividing this sum by 
the number of pupils involved. The following formula 
may boused: 



a , total cost of staff and equipment 

Resource riix = • ^ , 

number of pupils 

R - X'*"V'»"2'*"a + b + .,'»'n 



Where, 

R » resource mix 
X = annual cost of teacher(s) 
y » annual cost of teaching asslstant(s) 
z » annual cost of teaching alde(s) 
a » annual cost of a particular type of equip* 
ment 

b » annual cost of another particular type of 
equipment 

n » annual cost of all other types of equipment 
p = number of pupils involved 

The effectiveness of a resource mix is determined by 
dividing the Increase in pupil achievement (usually 
quantified in average test scores) by the total cost per 
pupil (resource mix), and dividing the result by the 
total number of weeks. The effectiveness ratio formula 
is: 



Cost effectiveness 



average increase in test scores 
resource mix 



time In weeks 



Where, 

CR » cost effectiveness ratio 
S « average increase in scores 
R - resource mix cost 
T « time (number of weeks involved) 
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Appendix A 

U.S. OFFICE OF EDUCATION PUBLICATIONS 
(Other Than the SERR Series) 
REFERENCED IN THIS HANDBOOK 



The following U.S. Office of Education publica- 
tions, referenced in the handbook, are available to the 
local administrator who wants more specific definitions 
of undergraduate and graduate degrees or who wants 
more detailed coding for the data elements concerning 
fields of study and institutionti of higher education: 

• A coding of all U.S. higher education institutions 
for use under "Name" (of Educational Institution 
Attended) (B 1121) and "Name of Educational In- 
stitution at Which Degree Was Earned" (B 11 321: 

Education Dlnctory, 1973-74: Higher Educa- 
tion, published In 1974 by the Office of Educa- 
tion, U.S. Department of Health, Education 
and Welfare. (For sale by the Superintendent 
of Documents, Stock No. 1780-01272, U.S. 
Government Printing Office, Washington, D.C. 
20402. Price: $5.30.1 

• A more detailed explanation of criteria to be met 
for undergraduate and graduate degrees, for use 



in collecting data on "Degrees and Certificates 
Earned" (B1 130): 

Earned Degrees Conferred (1970-71), pub- 
lished in 1972 by the Office of Education, 
U.S. Department of Health, Education artd 
Welfare. (For sale by the Superintendent of 
Documents, Catalog No. HE 5.254:54013-70, 
U.S. Government Printing Office, Washington. 
D.C. 20402. Price: 50 cents.) 

• A coding of fields of study, for use under 
"Major" (B1141) and "IVIinor" (B1142): 

A Taxonomy of Instructional Programs In 
Higher Education, published in 1970 by the 
Office of Education, U.S. Department of 
Health, Education and Welfare. (For sale by 
the Superintendent of Documents, Catalog 
No. HE 5.250:50064, U.S. Government Print- 
ing Office, Washington, 0.0. 20402. Price: 45 
cents.) 
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Apptndix B 

EXAMPLES OF CRITERIA FOR EVALUATION OF 
STAFF MEMBERS' JOB PERFORMANCE 



EXAMPLE 1 

Pirformance Level 1 

Performance is excellent. Results attained are of 
malor importance to the achievement of the system's 
goals and objectives. Staff member makes highly 
productive use of human, physical, and financial 
resources and time. Skill In managing or Influencing the 
work of others Is most effective. Accomplishments 
show a superior degree of creativity, Initiative, and 
resourcefulness. Methods used Indicate a high level of 
professional competence. 

Performance Level 2 

Performance Is very acceptable. Results attained are 
of considerable Importance to the achievement of the 
system's goals and objectives. Staff member makes 
clearly productive use of human, physical, and finan* 
clal resources and time. Skill In managing or Influenc* 
Ing the work of others Is generally effective. Accomp- 
lishments show a better than normal degree of 
creativity, initiative, and resourcefulness. Methods used 
Indicate an above average level of professional compe- 
tence. 

Performance Level 3 

Performance is satisfactory. Results aitalned are 
necessary to the achievement of the system's goals and 
objectives. Staff member makes moderately productive 
use of available human, physical, and financial re* 
sources and time. Skill In managing or Influencing the 
work of others Is of variable effectiveness. Accomplish* 
ments show a normal degree of creativity, initiative, 
and resourcefulness. Methods used Indicate an average 
level of professional competence. 



Performance Level 4 

Performance is marginal. Results attained have not 
contributed significantly to the achievement of the 
system's objectives. Staff member makes less than 
average use of available human, physical, and financial 
resources and time. Ability and skill in managing or 
influencing the work of others lack effectivenew. 
Accomplishments show a limited degree of creativity, 
initiative, and resourcefulness. Methods used indicate a 
below average level of orofessional competence. 

Performance Level 5 

Overall performance is unsatisfactory. 
EXAMPLE 2 

For each of the characteristics listed below, the staff 
member could be rated as "outstanding," "very high," 
"above normal," "normal," "below normal," "very 
low," "unsatisfactory," or "not applicable." 

A. Performance Traiti 

1. 0(y«/?r/fK- Volume, speed, output. 

2. 0(y«//rt/-Accuracy, thoroughness, effectiveness. 

3. Knowtgdge of Potltlon-Bxttnt of information 
and understanding possessed by staff member in 
his particular field. 

4. /n/r/«r/i«-Extent to which staff member is a 
"self-starter" in attaining work objectives. 

5. Adaptabillty-mWt'^ to learn new duties and 
adjust to new situations. 

B. Personal Traiti 

1. Dependablllty-ixttnt to which staff member 



can be depended upon to report on time, stay 
on job, carry out instructions. 

2. ^rf/fi/(/«-8ehavior regarding total worl< situa- 
tion, including interest, enthusiasm, cooperation 
given others, tactfulneu, loyalty, ability to get 
along with coworkers and superiors. 

3. PenontI f^^flcf/t^e^ofs-Sustained effort, as- 
sumption of responsibility, telephone manner, 
ability to communicate. 

4. PenoMi Appearanc9-GToom\nQ and personal 
cleanliness, judgment and taste in clothing (if 
applicable). 

C. Overall Rating of Staff Mambw In Present Level of 
Reiponsibility 

D. Comments and Observations 

1. Strong Points 



2. Weak Points 



EXAMPLE 3 

In some LEA's, the tasks specified in staff members' 
assignments are expanded by establishing goals and 
objectives tc be fulfilled. These objectives are formu* 
lated in measurable terms. That is, they show specific 
activities to be done or specific types of behavior or 
knowledge to be demonstrated by pupils, in designated 
time frames. Measurable objectives should be mutually 
developed by the supervisor and the person being 
supervised. Pupils can be involved in developing objee* 
tives for the Instructional staff. These objectiVM 
become the bases on which performance is evaluated. 
The supervisor and the staff member agree at the end 
of the designated period on the extent to which the 
objectives have been fulfilled. This extent is recorded. 

Such performance ratings would bear the signaturet 
of the staff member and the supervisor. 
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Appendix C 
GLOSSARY 



This section contains definitions of selected terms as used in this handbook and definitions of some additional 
terms necessary for a common understanding of LEA accounting systems. Extensive use of the glossary will help 
establish a high degree of comparability in LEA records and reports. The glossary is arranged alphabetically with 
appropriate cross-referencing. 

Some of the definitions have been Uken from Handbool^s 1/ MR,' III' IV/ VR/ VI/ and VIP in the Stata 
Educational Records and Reports Series. In such cases, the definition used in this handbook is taken from the latest 
handbook in which the term is defined. Where a definition has been modified, the handbook reference is given; 
e.g., MIR, III, IV, VR, VI, and VII, followed by the letter "M". 



' Paul L. Reaion, Emary M. Foster, and Robert F. Will, The Common Core of State Bducetlonal information. State Educational 
Records and Reports Series: Handbook I, Bulletin 1953, No. 8. Office of Education, U.S. Department of Health, Education, and 
Welfare, Washington, D.C.: U.S. Government Printing Office, 1953. 

'Charlea T. Roberts and Allan R. Lichtanberger, FtnencM Accounting Clealfkatlom and Standard Terminology for Local and 
State School Systems. State Educational Records and Reports Seriti: Handbook II, Revised, No. 73-11800. Office of Education, 
U.S. Department of HMlth, Education, and Welfare, Washington, D.C.: U.S. Government Printing Office, 1973. 

*Paul L. Reason and George G. Tankard, Jr., Property Accounting for Local and State School Systems, State Educational 
Records end Reports Series: Handbook III, Bulletin 1959, No. 22. Office of Education, U.S. Department of Health, Education, and 
Vtfelfare, Washington, D.C.: U.S. Government Printing Office, 1959. 

^ Allan R. Lichtanberger and Richard J. Penrod, Staff Accounting for Local and State School System$. State Educationel 
Records end Reports Series: Handbook IV, Builetin 1966, No. IB. Office of Education, U.S. Depertment of Haelth, Education, and 
Welfare, Weihington, D.C.: U.S. Government Printing Office, 1966. 

'John F. Putnam, "Student/Pupil Accounting." Manuscript, planned for publication in 1974, revising Pupil Accounting for 
Local and State School Systems, 1X4. Stata Educational Records and Reports Series: Handbook V. 

'John F. Putnam and W. Dale Chismore, Standard Terminology for Curriculum and Instruction In State and Local School 
Systems. State Educational Records and Reports Series: Handbook VI, Bulletin 1970, No. 23052. Office of Education, U.S. 
Depertment of Health, Educetion, and Welfare, Weihington, D.C.: U.S. Government Printing Office, 1970. 

^ Yeuell Y. Herris end Iven N. Saibart, The Stats Education Agency. State Educational Records and Reports Series: Handbook 
VII, Bulletin 1971, No. 23054. Office of Education, U.S. Depertment of Health, Education, and Welfare, Washington, D.C.: U.S. 
GovernnfMnt Printing Office, 1971. 
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A 

Accountability. The capability and the responsibility 
to account frr the expenditure of money and the 
commitment of other reseources In terms of the results 
achieved. This involves both the stewardship of money 
and other resources and the evaluation of achievement 
in relation to specified goals. (VII) 

Accounting. The procedure of maintaining systematic 
records of events relating to persons, objects, or money 
and summarizing, analyzing, and interpreting the re- 
sults of such records. (VMM) 

Accounting System. The total mechanism of records 
and procedures of recording, retrieving, and reporting 
information on the financial position and operations of 
a governmental unit or any classifying; of its funds, 
balanced account groups, and organizational com- 
ponents. (MR) 

Administration. The act of managing or directing the 
activities of an LEA or a portion of these activities. 

Administrative Personnel. Staff members on the LEA 
payroll who are primarily engaged in activities which 
have as their purpose the general regulation, direction, 
and control of the affairs of the LEA. (MB) 

Administrative Action. Any action which results in the 
general regulation, direction, or control of the affirs of 
the organizational unit. (VII) 

Administrative Unit. A unit which exists primarily to 
operate schools or to contract for school services. 
Normally, taxes can be levied against such units for 
school purposes. These units may or may not have the 
same boundaries as county, city, or town boundaries. 
(This term is used synonymously with the term 
"school system," and "LEA.") (MR) 

Administrator. A staff member who has been given the 
responsibility to manage or direct the activities of an 
LEA or a portion of these activities. 

Adult Basic Education. Learning experiences con- 
cerned with the fundamental tools of learning for 
adults who have never attended school or who have 
interrupted formal schooling and need this l(nowledge 
and these skills to raise their level of education to 
increase self confidence and/or self determination, to 



prepare for an occupation, and to function mora 
responsibly as citizens in a democracy. (IIR) 

Adult/Continuing Education. Learning experiences de- 
signed to develop knowledge and skills to meet 
immediate and long range educationi objectives for 
adults who, having completed or interrupted formal 
schooling, have accepted adult roles and responsibili- 
ties. Programs include activities to foster the develop- 
ment of fundamental tools of learning, to prepare for a 
postsecondary career, to prepare for postsecondary 
education programs, to upgrade occupational compe- 
tencies, to prepare for a new or different career^ to 
develop skills and appreciations for special interests, or 
to enrich the esthetic qualities of life. (IIR) 

Aggregate Days Attendance. The sum of the days 
present (actually attended) of all pupils when school 
was actually in session during a given reporting period. 
Only days on which the pupils are under the guidance 
and direction of teachers should be considered as days 
in session. See also Day in Session and Day of 
Attendance. (IIR) 

Aggregate Days Membership. The sum of the days 
present and absent of all pupils when school was in 
session during a given reporting period. Only days on 
which the pupils are under the guidance and direction 
of teachers should be considered as days in session. See 
also Day in Session and Day of Attendance. (IIR) 

Area of Responsibility. A subdivision of a service area 
consisting of activities which, regardless of their nature, 
have a common purpose directly related to the 
operational objective of the service area. (IIR) 

Assignment. A specifk: group of activities for which a 
staff member has been given responsibility. 

Assignment Full-Time. The responsibility for a group 
of activities which require a full-time staff member to 
perform. 

Assignment, Part-Time. The responsibility for a group 
of activities which do not require the services of a staff 
member full time. 

Associate Degree. A degree commonly conferred upon 
the successful completion of a 2-year program of 
studies at a junior college or technical institute. (IV) 

Attendance, Aggregate Days. See Aggregate Days At* 
tendance. 
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AudioviiiMl Aidf. Optical, electronic, and other de- 
vices-and related supplies-which are designed to en- 
hance learning through the combined senses of hearing 
and sight: e.g., sound, motion pictures, printed materials, 
and television. Frequently two or more of these 
components are combined into electronic distribution 
systems, some of which incorporate remote or dial access 
capabilities. See also Educational Media. (MR) 

Average Daily Attendance (ADA). The aggregate days 
attendance of a given school during a reporting period, 
divided by the number of days school is in session 
during this period. Only days on which the pupils are 
under the guidance and direction of teachers should be 
considered as days in session. The average daily ^ 
attendance for groups of schools having varying lengths 
of terms is the sum of the average daily attendances 
obtained for the individual schools. See also Aggregate 
Days Attendance, Day In Session, and Day of Attend- 
ance. (MR) 

Average Daily Membership (ADM). The aggregate days 
membership of a school during a reporting period, 
divided by the number of days $chool is in session 
during this period. Only days on which pupils are 
under the guidance and direction of teachers should be 
considered as days in session. The average daily 
membership for groups of schools having varying 
lengths of terms is the sum of the average daily 
memberships obtained for the individual schools. See 
also Aggregate Days Membership, Day in Session, and 
Membership. (MR) 

B 

Bachelor's Degree. A degree usually conferred upon the 
successful completion of a 4-year college program of 
studies. (II) 

Board of Education Services. The activities of the 
elected or appointed body which has been created 
eocording to State law and vested with responsibilities 
for educational activities in a given geographical area. 
These bodies are sometimes called school boards, 
governing boards, boards of directors, school commit- 
tees, school trustees, etc. This ''Service Area" covers 
State boards, intermediate administrative unit boards, 
and local basic admlnistrdtive unit boards. (MR) 

Board Saorttary. A person who records the activities of 
the board of education. 



Board Treasurer. A person who keeps financial records 
of the board of education. 

Budget Services. Activities concerned with supervising 
budget planning, formulation, control, and analysis. 
(MR) 

Busineu Support Services. Activities concerned with 
purchasing, paying, transporting, exchanging, and 
maintaining goods and services for the LEA. Included 
are the fiscal, acquisition of facilities, operation and 
maintenance, and internal services for operating all 
schools. (MR) 

C 

Central Administrative Office. An office or building 
used primarily for housing equipment and personnel 
engaged in activities which have as their purpose the 
general regulation, direction, ind control of the affairs 
of the LEA. These activities are systemwide and are 
not confined to one school, subject, or narrow phase of 
school activity. (MR) 

Certificate. The legal document giving authorization 
from the State (or an agency or organization autho- 
rized by the State) to perform services for the LEA. 
(''Licenses" which meet these criteria should be re- 
garded as "certificates.") (IV) 

Certification. The general process by which the State 
(or an agency or organization authorized by the State) 
provides a credential to an individual. (IV) 

Cha t of Accounts. A list of all accounts generally used 
in an individual accounting system. In addition to 
account titles, the chart includes the account numbers 
which have been assigned to each account. Accounts in 
the chart are arranged with accounts of a similar 
nature; for example, assets and liabilities. (MB) 

Civic Activities. School-related activities such as parent- 
teacher association meetings and such non-school- 
related civic activities as public forums, lectures, and 
civil defense planning usually connected with school 
services. (MR) 

Clerical Personnel. Staff members performing activities 
concerned with preparing, transferring, transcribing, 
systematizing, or filing written communications and 
records. Included ere stenographers and secretaries. 
(VMM) 
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CoGurricular Activitiei. Cocurricular activities comprise 
the group of school-sponsored activities, conducted 
under the guidance or supervision of qualified adults, 
designed to provide opportunities for pupils to partici- 
pate, on an individual basis, or in small or large groups. 
In school events, public events, or a combination of 
these, for such purposes as motivation, enjoyment, and 
improvement of skills. In practice, participation usually 
is not required and credit usually is not given. When 
participation is required or credit is given the activity 
generally is considered to be a course. (VIM) 

Community/Junior College. An institution of higher 
education which usually offers the first 2 years of 
college instruction and career education, grants an 
associate degree, and does not grant a bachelor's 
degree. It is either a separately organized institution 
(public or nonpublic) or an institution which is a part 
of a public school system or system of junior colleges. 
Offerings include transfer, occupational, and/or general 
studies programs at the postsecondary instructional 
level and may also include adult education programs. 
(VR) 

Community Recreation. Activities concerend with pro- 
viding recreation programs for the community as a 
whole, or for some segment of the community, 
including such staff activities as organizing and super- 
vising playgrounds, swimming pools, and other recrea- 
tion programs for the community. (IIR) 

Coir unity Relattont. Activities concerned with main- 
taining liaison with local civic groups, handling requests 
for public speaking engagements, responding to public 
inquiries, and arranging for tours of, and visits to, the 
LEA. (IIR) 

Community Services. Services, other than public school 
and adult educiition functions, provided by the school 
or LEA for purposes relating to the community as a 
whole or some segment of the community. These 
include such services as community recreation pro- 
grams, civic activities, public libraries, programs of 
custody and care of children, community welfare 
activities, and services for nonpublic school pupils 
provided hy the public schools on a continuing basis. 
(IIR) 

Comfiarabiltty« The characteristic of commonality 
among or between selected elements measured in terms 
of identical constants. The accuracy of the measure- 



ment of the degree of comparability is usually de- 
pendent on the number of constants applied. (IIR) 

Computer-Assisted instruetiun. Programed instruction 
utilizing an electronic computer as the principal me- 
dium of instruction. (IIR) 

Consultant. A person who gives professional or 
technical advice and assistance. A consultant may 
perform his services under contract (purchased serv- 
ices) or he may be an employee on the payroll of a 
State agency. (IIR) 

Consultanu or Supervisors of Instruction. See Super- 
¥kon of Instruction. 

Contracted Services. Services rendered by personnel 
who are not on the payroll of the LEA, and all related 
services covered by the contract. (IIR) 

Continuing Education. See Adult/Conttnuing Educa- 
tion. 

Contributions and Donattoni From Private Sources. 

Money received from philanthropic foudations, private 
individuals, or private organizations for which no 
repayment or special service to the donor is expected. 
Separate accounts may be maintained for revenue 
unrestricted as to use, and revenue which is restricted 
as to use. (IIR) 

Controlling Account. An account, usually kept in the 
general ledger, in which the postings to a number of 
identical, similar, or related accounts are summarized 
so that the balance in the controlling account equals 
the sum of the balances of the detailed accounts. The 
controlling account serves as a check on the accuracy 
of the detailed account postings and summarizes the 
expenditures in relation to the budget estimates. (IIR) 

Cost Accounting. That method of accounting which 
provides for the assembling and recording of all the 
elements of cost incurred to accomplish a purpose, to 
carry on an activity or operation, or to complete a unit 
of work or a specific job. (IIR) 

Cort Benefit Analysis. The process of analysis which 
provides the means for comparing the resources to be 
allocated to a specific program with the results likely 
to be obtained from it; or, analysis which provides the 
means for comparing the results likely to be obtained 
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from the allocation of certain resources toward the 
achievement of alternate or competing objectives. 
(MR) 

Cost Center. The smallest segment of a program that is 
separately recognized in the agency's records, accounts, 
and reports. Program-oriented budgeting, accounting, 
and reporting aspects of an information system are 
usually built upon the identification and use of a set of 
cost centers. (MR) 

Cost Per PupiL See Current Expenditures Per PupIL 

Cost Effectiveness. The process of analysis designed to 
measure the extent to which resources allocated to a 
specific objective under each of several alternatives 
actually contribute to accomplishing that objective, so 
that different ways of gaining the objective may be 
compared. (VII) 

Cost Unit. The unit of product or service whose cost is 
computed. (MR) 

Course. An organization of subject matter and related 
learning experiences provided for the instruction of 
pupils on a regular or systematic basis, usually for a 
predetermined period of time (e.g., a semester, a 
regular school term, or a 2-weel( worl(shop). (VII) 

Credential. : e document issued to a staff member by 
the State (or an agency or organization authorized by 
the Sute) authorizing the holder to perform services 
for the LEA. "Certificate," "license," or "permit" are 
examples of terms frequently used interchangeably 
with "credential." (IV) 

Current Expenditures Per Pupil. Current expenditures 
for a particular period of time divided by a pupil unit 
of measure. (MM) 

Curriculum. The planned interaction of pupils with 
instructional content, instructional resources, and in- 
structional processes for the attainment of educational 
objectives. (VII) 

Custody and Cere of Children. The custodial care of 
children in residential day schools or child care centers 
which are not part of, or directly related to, the 
Instructional program, and where the attendance of the 
children is not included in the attendance figures for 
the LEA.(IIR) 
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D 

Data. See Fact 

Data Banl(. A comprehensive collection of data, usually 
in machine-usable form (such as punch cards, tapes, 
and discs), which can be usecl for such purposes as 
drawing subsamples for special studies, checldng hy- 
potheses not formulated or tested previously, facilitat- 
ing historical studies, and deriving summations and 
correlations. Typically, an educational data bank is 
composed of component files relating to specific areas 
of information such as pupils, staff, property, finance, 
instructional programs, and the community. (VII) 

Data Processing. The activities of collecting and organ- 
izing data, storing for future use, and preparing 
statistical reports. See also Machine Data Processing. 

Day in *Se$sion. A day on which the school is open and 
the pupils are under the guidance and directicn of 
teachers in the teaching process. On some days the 
school plant itself may be closed and the student body 
as a whole engaged in school activities outside the 
school plant under the guidance and direction of 
teachers. Such days should be considered as days in 
session. Days on which school is closed for such 
reasons as holidays, teachers' institutes, and inclement 
weather should not be considered as days In session. (VII) 

Day of Attendance. A day of attendance is one in 
which a pupil is present for the full day under the 
guidance and direction of a teacher while school is in 
session. When a pupil is present for only part of the 
day, it should be considered as a partial day of 
attendance in the same proportion that his time 
present at school bears to the total length of the school 
day. If overcrowded conditions malce it necessary to 
hold two separate sessions with a different group of 
pupils in each session, a pupil attending for all of either 
session should be considered as having attended for the 
full day. An excused absence during examination 
periods or because of sicl(ness, or for any other reason, 
should not be counted as a day of attendance. See also 
Day In Session. (VII) 

Degree. A title conferred by e college or university as 
official recognition for the completion of a program of 
studies or for other attainment. (VI I) 

Degree, Assoeiate. See Associate Degree. 
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Dtgrtf, Baehalor'i. See Bach§lor'$ Degree. 

Degree, Doctoral. See Doctor's Degree. 

Degree, Meiter's. See Mester's Degree. 

Development. A«^t!vltie$ concerned with the evolving 
process of utilizing the products of reseerch end 
considered judgment in the deliberate improvement of 
educational programs. (VII) 

Direct Costs. Those elements of cost which can be 
easily, obviously, 2nd conveniently identified with 
specific activities or programs, as distinguished from 
those costs incurred for several different activities or 
programs and whoso elements are not readily identifi- 
able with specific activities. See also Indirect Costs. 
(MR) 

Direct Services Activities identifiable with, and di- 
rected specificnlly to, an individual program. Those 
activities concerned with the teaching-learning pro- 
cess are considered to be direct services for in- 
struction. (tIR) 

Doctor's Degree. A graduate degree granted upon the 
completion of from 2 to 3 years of graduate woric and 
the demonstration of ability in research by a disserta- 
tion or other evidence. (IV) 

E 

Educetionel TV. Television programs presented as a 
part of the instructional program of the school or LEA. 
(MR) 

Educational Media. Any device, content material, 
method, or experience used for teaching and learning 
purposes. These include printed and nonprinted sen- 
sory materials. See also Audlovisuel Aids. (VII) 

Elementary School. A school classified as elementary 
by State and local practice and composed of any span 
of grades not above grade 8. A nursery school or 
kindergarten school is included under this heading on/K 
if it is an integral part of a regularly established school 
system. (IV) 

Early Childhood Education. Educational experiences 
provided by the school at the preprimary and primary 
levels. (VI) 



Elementery Instructional Level. The general level of 
instruction provided for pupils in. elementary schools, 
and any instruction of a comparable nature and 
difficulty provided for adults and youth beyond the 
age of compulsory school attendance. (V) 

Employn Benefits. Compensation, in addition to 
regular salary, provided to an employee. This may 
include such benefits as health insurance, life insur- 
ance, annual leave, sicic leave, retirement, and social 
security. (MR) 

Enrichment Program. Supplementary instructional ex- 
periences provided pupils according to their special 
needs, abilities, and interest. For preschool or prepri- 
mary culturally deprived children, this refers to experi- 
ences designed to aid in their transition from home to a 
school environment; emphasis is on language develop- 
ment in preparation for reading instruction; and, 
frequently, such programs are supplemented by coun- 
seling with parents and with home visits by school staff 
members. For other pupils, such as the gifted, talented, 
or college bound, this term refers to special instruc- 
tional experiences provided in addition to instruction 
generally provided most pupils. (VI) 

Equipment. Any instrument, machine, apparatus, or 
set of articles which (a) retains its original shape and 
appearance with use and (b) Is nonexpendable; i.e., if 
the article is damaged or some of Its parts are lost or 
worn out, it is usually more feasible to repair it than to 
replace it with an entirely new unit. (VII) 

Evaluation. The process of ascertaining or judging the 
value or amount of an action or an outcome by careful 
appraisal of previously specified data in light of the 
particular situation and the goals and objectives previ- 
ously established. (VII) 

Exceptional Children. Children who, because of certain 
atypical characteristics, have been identified by profes- 
sionally qualified personnel as requiring special educa- 
tional planning and services, whether or not such 
sen^ices are available. In general, the term ''exceptional 
children'' considers exceptionality on the basis of (a) 
physical handicap, (b) emotional and/or social handi- 
cap, and (e) measurable exceptionality in mental 
ability; \i.e., mentally gifted and mentally retarded. 
Some exceptional children have more than one type of 
exceptionality. (VI) 
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Exceptional Pupils. Children and adults, identified as 
exceptional, receiving instruction in a program of 
special education. (VR) 

Exceptionality. A physical, mental, or behavioral char- 
acteristic by which technically or professionally quali- 
fied personnel identify individuals as significantly 
deviant in terms of their age group. See also Excep- 
tional Children. (VI) 

Expenditures. Charges incurred, whether paid or un- 
paid, which are presumed to benefit the current fiscal 
year (II R) 

Expenditure Character. The period of time which the 
expenditure is presumed to benefit. Character classifi- 
cation of expenditures are current expenditures, capital 
outlay, and debt service. (MR) 

Extended-Day Sessions. A school day with separate 
times for different groups of pupils to start and end 
their sessions in the seme school plant; e.g., high school 
juniors and seniors begin their session at 7:30 a.m. and 
the freshmen and sophomors begin their session at 
8:30 a.m., the session for juniors and seniors ending 
one hour prior to the time the session ends for the 
freshmen and sophomores. (VI) 

Extended School Day. The part of the calendar day, 
following the daily session, when school-related activi- 
ties and recreation are provided pupils by the school. 
(VI) 

Ext^'nion Worlc. Generally, instructional activities 
other than thoje connected with the instruction of 
pupils on the campus. Extension worl( includes corre- 
spondence study, classes for part-time pupils off the 
campus or at unusual hours on the campus, and similar 
instructional arrangements. (VI) 

Extraclass Activities. See Cocurricular Activities. 



F 

Fieility. A piece of land, a building site, a building, or 
part of a building. (Ill) 

Fact. An event, feat, or piece of information presented 
as having objective reality. (MR) 
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Federal Revenue. Revenue provided by the Federal 
Government. Expenditures made with this revenue 
should be identifiable as federally supported expendi- 
tures. (MR) 

Federal Aid for Edu^^ation. Any grant made by the 
Federal Government for the support of education. See 
b\so Public Grant. (MR) 

Fidelity Bond. A bond guaranteeing the LEA against 
losses resulting from the actions of the treasurer, 
employees, or other persons of the system. Sea also 
Surety Bond (MR) 

Financial Accounting. The recording and reporting of 
activities and events affecting the money of an adminis- 
trative unit and its program. Specifically, it is con- 
cerned (1) with determining what accountirb records 
are to be maintained, how thoy will be maintained, and 
the procedures, methods, and forms to be used, (2) 
with recording, classifying, and summarizing activities 
or events, (3) with analyzing and interpreting recorded 
data, and (4) with preparing and initialing reports and 
statements which reflect conditions as of a given date, 
the results of operations fc^ a specific period, and the 
evaluation of status and results of operation in terms of 
established objectives. (MR) 

Fiscal Period. Any period at the end of which an 
agency determines its financial condition and the 
results of its operations and closes its bool(s. It is 
usually a year, though not necessarily a calendar year. 
The most common fiscal period is from July 1 through 
June 30. (MM) 

Fiscal Services. Activities Involved with managing and 
conducting the fiscal operations of the LEA. This 
"Service Area" includes budgeting, receiving and dis- 
bursing, financial accounting, payroll, internal auditing, 
and purchasing. (IIR) 

Fixed Assets. Land, buildings, machinery, furn' % 
and othpr equipment which the LEA intends to hold or 
continue in use over a long period of time. ''Fixed'' 
denotes probability or intent to continue use cr 
possession, and does not indicate immobility of an 
asset (IIR) 

Food Delivery. Delivery of prepared food, ready for 
serving, within the LEA. (IIR) 
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Food PrttMration and Diipeniing Strvtees. Preparation 
and serving of regular and incidental meals, lunches, or 
snacks in connection with school activities. It includes 
cooking, operating kitchen equipment, preparing 
salads, serving food, cleaning dishes, and storing dishes 
and kitchen equipment, (MR) 

Food Sarvlcti. Activities involved with the food 
services program of the school or LEA. This service 
area includes the preparation and serving of regular and 
incidental meals, lunches, or snacks in connection with 
school activities, and the delivery of food. (IIR) 

Food Service Fund. The accounting entity for financial 
transactions related to food service operations. (MR) 

Full-Time Equivalency. The amount of time for a less* 
than-fulkime activity divided by the amount of time 
normally required in a corresponding full-time activity. 
Full-time equivalency usually is expressed as a decimal 
fraction to the nearest tenth. (VIM) 

Full-Time Staff Member. A staff memh'^r whose total 
current assignments, regardless of their classification, 
require his or her services each wc.rking day for at least a 
number of hours equal to the number of hours of a 
regular working day. (VII) 

Functton. An action which contributes to a larger 
action of a person, living thing, or created thing. (MR) 

Fund. An independent accounting entity with its own 
assets, liabilities, and fund balances. Generally, funds 
are established to account for financing of specific 
activities of an agency's operations. (liR) 

G 

General Administration. Those activities involved in 
the overall general administrative responsibility for the 
entire LEA. (IIR) 

General Fund. The accounting entity for all transac- 
tions which do not have to be accounted for in another 
fund. It is used to account for all ordinary operations of 
an LEA.(IIM) 

Qenerel Ledger. A book, file, or other device in which 
accounts are kept to the degree of detail necessary, 
summarizing the financial transactions of the LEA. 
General ledger accounts may be kept for any group of 



receipt or expenditure items on which an administra- 
tive officer wishes to maintain a close check, (IIR) 

Grants-in-AM. Contributions made by a governmental 
unit to an LEA which are not related to specific revenue 
sources of the respective governmental unit, or if 
related to specific revenue sources of the governmental 
unit, are distributed on some flat grant or equalization 
basis. Grants-in-aid are made by intermediate govern* 
ments, State Governments, and the Federal Govern* 
ment. (IIR) 

Guidance Personnel. Persons who have been assigned 
specific duties and school time to carry on recognized 
functions of guidance programs in v^hole or in part. 
Included are counselors, deans, placement counselors, 
guidance specialists, and similar personnel (both certifi- 
cated and noncertificated). (lIRM) 

H 

Health Personnel. Persons in the field of physical and 
mental health, such as physicians, psychiatrists, school 
nurses, dentists, dental hygienists, psychiatric social 
workers, and therapists, whose services, though di- 
rected primarily at individuals, are sometimes used for 
group activities. (IIR) 

High School Diploma. A formal document certifying 
the successful completion of a secondary school 
program of studies. (IV) 

Higher Education. Education above the instructional 
level of the secondary school, usually bediming with 
grade 13, which is provided by colleges, '.universities, 
graduate schools, professional schools, and other de- 
gree-granting institutions. (VII) 

Homebound Pupil. A pupil who is unable to attend 
classes and ^or whom instruction is provided at home 
by a teacher. (VR) 

Human Rights. The right of the individual to be free 
from discrimination because of race, ethnic back- 
ground, religion, or sex in any aspect of employment 
or social relationships. (VMM) 

I 

Identification Number. A number assigned to a staff 

membr' by an LEA or State agency for identification 
and record keeping purposes. These include such 
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numbers as payroll number, employee number, health 
plan number, and retirement system number. 

Indirect Services. Services which cannot be iden- 
tified with a specific program. All support services 
are indirect services of Instruction programs. (MR) 

Indirect Expenses. Those elements of cost which are of 
such nature that they cannot be readily or accurately 
identified with a specific service. For example, the 
custodial staff may clean corridors In a school building 
vwhich is used jointly by administra:i7e. Instructional, 
maintenance, and attendance personnel. In this case, a 
part of custodial salaries is an indirect expense of each 
service using the corridors. However, it is impossible to 
determine readily or accurately the amount of the 
salary to charge each of these services. See also Direct 
BxpensK. (IIR) 

Inservice Education or Training. A program of systema- 
tized activities promoted or directed by the edu- 
cation agency, or approved by the education 
agency, contributing to the professional or occu- 
pational growth in competence of staff members 
during the time of their service to the agency. 
College credit programs are not regarded in this 
handbook as Inservice education or training. 
(VMM) 

Institutional. Pertaining to an organization having a 
social, educational, or religious purpose, such as a 
school, church, hospital, or reformatory. (VII) 

Instruction. Activities dealing directly with the teach- 
ing of pupils. Instruction may be provided for pupils in 
a school classroom, in another location such as a home 
or hospital, and other learning situations such as those 
Involving cocurricular activities; it may also be pro- 
vided through some other approved medium such as 
television, radio, telephone, and correspondence. (MR) 

Instruction by Correspondence. Approved instruction, 
usually received by the pupil outside the school plant, 
which provides for the systematic exchange between 
teacher and pupil of materials sent by mail. (VR) 

Instruotion for Homabound Pupil. Individual instruc- 
tion by a teacher usually at the home of a pupil who is 
unable to attend class. (VI) 

Instructional Level. An indication of the general nature 



and difficulty of instruction; e.g., elementary Instruc- 
tional level, secondary instructional level, and post- 
secondary instructional level. (VII) 

Instructional Organlutlon. A school or other organiza- 
tional arrangement which provides instruction of a 
given type or types. (IIR) 

Instructional Personnel. Those who render direct and 
personal teaching services. Included are teachers (in- 
cluding teachers of the homebound), teaching assis- 
tants, teacher aides, secretaries for teachers, special 
graders, substitute teachers, and clerks serving teachers 
only. Attendance personnel, health personnel, and 
other clerical personnel should not be included as 
instructional personnel. (MR) 

J 

Junior College. A postsecondary institution which 
offers the first 2 years of college instruction, fre- 
quently confers an associate degree, and does not 
confer a bachelor's degree. The term "junior college" is 
often used interchangeably with the term "comtiunity 
college." See also Community/Junior College, (MR) 

Junior High School. A separately organized and admin- 
istered secondary school intermediate between the 
elementary and senior high schools. See Middle School. 
(MR) 

Junior-Senior High School. A secondary school organ- 
ized on a junior-senior basis and administered under 
one head as one unit. (MR) 

K 

Kindergarten. A group or class that is organized to 
provide educational experiences for children for the 
year immediately preceding the first grade. A kinder- 
garten class may be organized as a grade of an 
elementary school or as part of a separate kindergarten 
school. In some LEA's these groups may be called 
preprimary, junior primary, or primary. (IIR) 

L 

Leave. Any grant of legitimate absence of the staff 
member from duty assignment that does not affect his 
or her employment status. (IV) 
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Uibilitiei. Debts or other legal obligations arising out 
of transactions in the past which are payable but not 
necessarily due. Encumbrances are not liabilities; they 
become liabilities when the services or materials for 
which the encumbrances were establishud have been 
rendered or received. (MR) 

Liability Iniurance. Expenditures for insurance cover- 
age of the LEA, or its officers, against losses resulting 
from judgments awarded against the system. Also 
ri^corded here are any expenditures (not judgments) 
made in lieu of liability insurance. (MR) 

Library Boolc^ Books purchased for general use and 
not primarily for use in certain classes, grades, or other 
particlar student groups. They include reference sets 
and dictionaries, but not textbooks and periodicals 
(iiR) 

UceniA. The legal document giving authorization 
from the State (or an agency or an organization 
authorized by the State) to perform certain specific 
services in the field of education. (Sometimes used 
synonymously with "certificate.") (VII) 

Local Education Agency. An educational agency at the 
local level which exists primarilv to operate schools or 
to contract for educational services. Normal ly* taxes 
may be levied by such publicly operated agencies for 
school purposes. These agencies may or may not be 
coterminous with county, city, or town boundaries. 
This term is used synonymously with the terms 
"school district/' 'school system/' and "local basic 
administrative unit." (IIR) 

Location. The address of the operational unit within 
the LEA to which an expenditure is to be charged. 

M 

Machine Data Processing. The use of machines and 
devices in the storing of individual items of informa- 
tion in a form by whicii they may be retrieved rapidly 
and accurately, processed, and reproduced as single-line 
Items, as lists of items, or in desired combinations with 
other items. (IIR) 

Maohinary. Movable equipment items (other than 
vehicles) composed of complex combinations of parts 
which transmit and modify force and motion so as to 
perform some desired kind of work. (I MM) 



Maintenance Personnel, Personnel on the school pay- 
roll who are primarily engaged in the repair and upkeep 
of grounds, buildings, and equipment. (IIR) 

Major, A concentration of semester hours of college 
credit representing major .specialization in a field of 
study. The number of college credits constituting a 
major is usually specified in State certification require- 
ments. (VII) 

Master's Degree. A graduate degree granted upon the 
completion of graduate work, usually the work of one 
year beyond the bachelor's degree. (IV) 

Measure. A standard unit for determining extent or 
dimension to which reference may be made for 
purposes of description, comparison, and evaluation. 
Many measures are obtained by computation involving 
one or more items of information, (VIM) 

Membership, A pupil is a member of a class or school 
from the first day on the current roll until the last 
official day of attendance. The date of permanent 
withdrawal should be the date on which it is of- 
ficially known that the pupil has left school, and not 
necessarily the first day after the date of last at- 
tendance. Membersliip is obtained by adding the total 
original entries and the total reentries and subtracting 
the total withdrawals; it may also be obtained by 
adding the total number present and the total num- 
ber absent. This term is also known as the "number 
belonging/' (VM) 

Membership, Aggregate Days. See Aggregate Days 
Membership. 

Membership, Average Daily. See A\/erage Dally Mem- 
bership. 

Memorandum Accounting. An informal record of an 
LEA transaction that cannot be recorded under the 
regular financial accounts but for which a record is 
desired, (IIR) 

Middle/Junior High School. A school organization 
between an elementary school and a high school. This 
term is usually used for budget purposes when middle 
and junior high schools need to be grouped for 
planning. Any other type organization by any other 
name, falling between the elementary and high schools, 
should be included. (IIR) 
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Middit School. A separately organized and adminii- 
tared school usually beginning with grades 5 or 6 or 
their equivalent and including at least three grades or 3 
years. Most middle schools presume, in ultimate plan if 
not in present reality, a 4.year high school for the 
grades or years which follow, as in a 4-4'4 or 6«3-4 
plan. (VI) 

Migrant Education. A program of instruction and 
services for those children who move periodically with 
their families from one school district to another in 
order that a parent or other member of the immediate 
family may secure seasonal employment. (VII) 

Minor. A concentration of semester hours or quarter 
hours of college credit representing specialization (but 
not major specialization) in a field of study. The 
number of college credits constituting a minor is 
usually specified in State certification requiremenU. 
(VII) 

Model. A representation made to be copied, followed, 
or imitated because of its feasibility, excellence, or 
worth. (VII) 

N 

Nonoredit Count. A course for which pupils do not 
receive credit applicable toward graduation or comple- 
tion of a program of studies. (VI) 

Non-Engliih Spnklng. A term referring to pupils who 
do not speak English or who do not hear English 
spoken in their residence. (VI) 

Nongndad School. See Ungr§d9d School. 

Nonpublic Junior Colltgt. An independent or church- 
related junior college not supported by public funds. 
(IIR) 

Nonpublic School. A school ntablished by an individ> 
ual, institution, or agency other than the State, 
subdivisions of the State, or the Federal Government, 
which usually is supported primarily by other-than- 
public funds, and the operation of whose program raiti 
with other-than-publicly elected or appointed officials. 
(IIR) 

Nonraaldent Student. A student whose legal residence 
is outside the geographic area served by a specified 

school, LEA, or init<tutlon. (VR) 



Nursary School. A separately organized and admlnls* 
tared elementary school for groups of children during 
the year or years preceding kindergarten, which pro- 
vides education experiences under the direction of 
professionally qualified teachers. (IIR) 

0 

Object. The commodity or service obtained from a 
specific expenditure. (VII) 

Official. The elected or appointed member of a board 
of education or governing body of an LEA. 

Operational Unit. A separately budgeted subdivision of 
an LEA established to carry out a major objective or 
group of objectives, such as a school, a transportation 
unit, or an athletic department. (IIR) 

Overhead Costs. Those elements of cost necessary in 
the production of an article or the performance of a 
service which are of such a nature that the amount 
applicable to the product or service cannot be deter- 
mined accurately or readily. Usually they relate to 
those objects of expenditures which do not become an 
integral part of the finished product or service, such as 
rent, heat, light, supplier, management, supervision, 
and other similar items. (IIR) 

P 

Part-Time Ptnonnel. Personnel who occupy positions 
which require less than full-time service. This includH 
those employed full time for part of the school year, 
part time for ail of the school year, and part time for 
part of the school year. See also P»rt-Ttm§ Staff 
Mmbtr. (IIR) 

Part-Time Pupil. A pupil who is carrying less than a full 
course load as determined by the State or the LEA. 
(VR) 

Part-Time Staff mnbm. A staff member whose total 
current auignments require leu than his or her 
full-time servicM. A part-time staff member may be 
employed full time for part of the year or part time for 
part or all of the year. (VII) 

Ptmion Syitam. A free retirement plan whereby 
persons leaving service in the educational system 
because of age, disability, or length of service receive 
payments from funds to which they have not contrlb- 
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uted. Payments may be either in a lump sum or in the 
form of annuity. See also Retirement Fund System, 
(IIR) 

Personnel. Employees of an LEA or any persons under 
the supervision of the LEA who are eligible for 
workmen's compensation, the Federal Insurance Con- 
tribution Act, or wage or salary tax withholdings. 
Included are persons who volunteer their services. 

Pirsonnel. Administrative. See AdmMstrative Person- 
nel, 

Personnel, Clerioal. See Clerical Personnel, 

PerionneL Full-Time. See Full-Time Staff Member, 

Personnel, Quidance. See Guidance Personnel. 

Personnel, Health. See Health Personnel. 

Personnel, Iratruotional. See Instructional Personnel, 

Personnel, Maintenance. See Maintenance Personnel, 

Personnel, Part«Tlme. See Part-Time Staff Member. 

Planning. The selection or identification of the overall, 
long-range goals, priorities, and objectives of the 
organization, and the formulation of various courses of 
action to be followed in working toward achieving 
those goals, priorities, and objectives. (IIR) 

Planning-Programing-Budgeting-Evaluation System 
(PPBES). A structured procedure for determining 
policy in the allocation of resources for accomplish- 
ment of priority programs. It emphasizes long-range 
planning, analytic evaluative tools, and economic 
rattonality in the setting of goals and objectives and in 
the determination of programs. (IIR) 

Preprimary School. A separately organized and admin- 
istered elementary school for pupils in the year or 
years preceding grade 1. This may include pupils in the 
prekindergarten and kindergarten years or grades. (VI) 

Primary School. A separately organized and adminis- 
tered elementary school for pupils at the primary level, 
usually including grade 1 through grade 3 or the 
equivalent, and sometimes including preprimary years. 
(VI) 

Private School or Nonpublic School. A school estab- 
lished by an agency other than the State or its 



subdivisions, which is primarily supported by other- 
than-public funds, and the operation of whose program 
rests with other-than-publicly elected or appointed 
officials. (IIR) 

Professional. A term denoting a level of knowledge and 
skills possessed by an individual or required of an 
individual to perform an assignment. This level of skill 
is attained through extensive education and training, 
usually including, at a minimum, the attainment of a 
baccalaureate degree (or its equivalent obtained 
through special study and/or experience). (VIIM) 

Professional and Technical Services. Services of Individ* 
uals having extensive training in a particular line of 
work. This includes such services as those provided by 
architects, auditors, dentists and doctors, consultants, 
lawyers, tax collectors, data-processing service bureaus, 
and others. (IIR) 

Program. A plan of activities and procedures designed 
to accomplish a predetermined objective or set of allied 
objectives. (IIR) 

Programing. Preparation of a logical sequence of 
operations to be performed by a computer in solving a 
problem or processing data. This term also denotes the 
preparation of coded instructions and data for such a 
sequence. (IIR) 

Prorating. The allocation of parts of a single expendi- 
ture to two or more different accounts. The allocation 
is made in proportion to the benefits which the 
expenditure provides for the respective purposes or 
programs for which the accounts were established. 
(MR) 

Public Grant. A contribution, in the form of either 
money or material goods, made by one governmental 
unit to another unit for which the contributing unit 
expects no repayment. Grants may be for specific or 
general purposes. (IIR) 

Public Information. Information for public con« 
sumption through news media about the conditton 
and progress of education in the LEA. It includes 
news releases, speeches to civic groups or other 
assemblies, and appearances on local radio and 
television programs. (lIRM) 

fHiblio Library. A library operated by publicly elected 
or appointed officials and open to the public. When the 
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library is supported wholly or partially by a public 
school the expense is charged to "Community Serv- 
ices/Ml I R) 

Public Relations. See Community Relations. 

Public School. A school supported primarily by public 
funds and operated by publicly elected or appointed 
school officials, in which the program and activities are 
under the control of these officials. (MR) 

Pupil* An individual for whom instruction is provided 
in an educational program under jurisdiction of a 
school, school system, or other educational institution. 
No distinction is made between the terms "student'' 
and ''pupil"; both terms include individuals at* all 
instructional levels. The pup^ may receive his instruc- 
tion in a school facility or in another location such as 
his house or a hospital. Instruction may be provided by 
direct teacher contact or by some other approved 
means such as television, radio, telephone, or cor- 
respondence. (VR) 

Pupil Accounting. A system for collecting, computing, 
and reporting information about pupils. (VR) 

Pupil Activity Fund. Financial transactions related to 
school-sponsored pupil activities and interscholastic 
activities. These activities are supported in whole or in 
part by income from pupiis. gate receipts, and other 
fund-raising activities. Support may be provided by 
locai taxation. (MR) 

Pupil-Staff Member Ratio. See Staff MembehPupll 
Ratio. 

Q 

Quarter Credit Hour. A unit of measure, frequently 
used in higher education, denoting class meetings for 1 
hour a week for an academic quarter (generally about 
12 weeks). A student satisfactorily completing a course 
scheduled for three class sessions (or the equivalent) 
per week in an academic quarter earns three quarter 
credit hours. (VMM) 

R 

Rr^^ord Management. The establishment and mainte* 
iiance of an adequate and efficient system for control* 
ling the records of an LEA. (MR) 



Records. A collection of infromation which is prepared 
by a person, unit, or organization for the use of that 
person, unit, or organization. (VII) 

Recruitment and Placement. The process involved in 
employing and assigning personnel for the LEA. (II R) . 

Regular Clan. The general type of class in which most 
pupils receive instruction, including most classes other 
than those which are composed of exceptionel pupils. 
(VI) 

Regular Salaries. Full-time, part-time, and prorated 
portions of the gross salary costs for work performed 
by employees of the LEA who are considered to be in 
positions of a permanent nature. (MR) 

Reports. A collection of information which is prepared 
by a person, unit, or organization for the use of some 
other person, unit, or organization. (MR) 

Research. Systematic study and investigation in some 
field of knowledge, undertaken to establish facts or 
principles. (VII) 

Resident Student. A student whose legal residence is 
within the geogrephical area served by a specified 
school. LEA, or institution. (VR) 

Retirement Fund System. A plan whereby a fund of 
money, built up through contributions from partici- 
pants and other sources, is used to make regular 
payments to those who retire from service in the 
educational system by reason of age, disability, or 
length of service. See also Pension System. (MR) 

Revenues. Additions to «seU which do not increese 
any liability, do not represent the recovery of an 
expenditure, do not represent the cancellation of 
certain liabilities without a corresponding increese in 
other liabilities or a decrease in assets, and do not 
represent contributions of fund capital in food service 
and pupil activity funds. (MR) 

8 

Salary. The total amount regularly paid or stipulated to 
be paid to an individual, before deductions, for 
personel services rendered while on the payroll of the 
LEA. Payments for sabbatical leave are also considered 
as salary. (MR) 
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School. A division of the LEA consisting of a group of 
pupils composed of one or more grade groups, organ* 
ized as one unit with one or more teachers to give 
instruction of a defined type, and housed in a school 
plant of one or more buildings. More than one school 
may be housed in one school plant, as is the case when 
the elementary and secondary programs are housed in 
the same school plant. (VII) 

School Administration. Those activities involved in the 
overall administrative management of a single school or 
a group of schools. (lIRM) 

School Bus. A vehicle used for transporting students, 
with a manufacturer's rated seating capacity of 12 or 
more with at least 13 inches of seat space per pupil). 
(lilM) 

School Census. An enumeration and collection of data, 
as prescribed by law, to determine the name age, 
address, and other pertinent information about chil- 
dren and youth who reside within the geographical 
boundaries of an LEA. (VMM) 

School Day. That part of a calendar day when school is 
In session. (V) 

School District. See School System. 

School, Elementary. See Elementary School. 

School* Junior High. See Junior High School. 

School, Middle/Junior High. See Middle/Junior High 
School. 

School Ptint. The site, buildings, and equipment 
constituting the physical facilities used by a single 
school or by two or more schools sharing the use of 
common facilities. (Ill) 

School Plant, Combined Elementary and Secondary. A 

school plant which houses both an elementary school 
and a secondary school. (Ill) 

School, Private or Nonpublic. See Private School. 

School, Public. See Public School. 
School, Secondary. See Secondary School. 
School, Senior High. See Senior High School, 



School Site. The land and all improvements to the site, 
other than structures, such as grading, drainage, drives, 
parking areas, walks, plantings, play courts, and play- 
fields. (Ill) 

School, Summer. See Summer School. 

School System. All the schools and supporting services 
operated by the board of education, a specified 
administrative unit, or any other organization which 
operates one or more schools. See also Local Education 
Agency. (MR) 

School Term. A prescribed span of time when school is 
open and the pupils are under the guidance and 
direction of teachers. See Term. (VII) 

School, Vocattonal or Trade High. See Vocational or 

Trade High School. 

School Year. The 12-month period denoting the 
beginning and ending dates for school accounting 
purposes, usually from July 1 through June 30. (VI) 

Secondary School. A school comprising any span of 
grades beginning with the next grade following an 
elementary or middle school and ending with or below 
grade 12. (VI) 

Semester. Half of a regular school term, usually 16 to 
18 weeks induration. (VR) 

Semester Credit Hour. A unit of measure, frequently 
used in higher education, denoting class meetings for 1 
hour a week for an academic semester (generally about 
18 weeks). A student satisfactorily completing a course 
scheduled for three class sessions (or the equivalent) 
per week in an academic semester earns three semester 
credit hours. (VMM) 

Senior High School. A secondary school which offers 
the final years of high school work necessary for 
graduation and which is invariably prenr-fod by a junior 
high school. (VI) 

Servtee. Those activities which provide some support or 
benefit to another person, agency, or institution. (VII) 

Service Area. A division of an LEA's operation 
consisting of activities which, regardless of their nature, 
have the same general operational objective. It Is the 
third level of "function," 
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Service Area Direction. The direction and management 
of the service area of any function. It includes activities 
of all those engaged in managing and directing a given 
area. (MR) 

Shared Revenue. Revenue which is levied by one 
governmental unit but shared, usually in proportion to 
the amount collected, with another unit of government 
or class of governments. (MR) 

Single School. Activities which extend or apply to only 
a single attendance area in contrast to systemwide. 

Social Worlc. Activities concerned with the prevention 
of, or solution to, those personal, social, and emotional 
problems of individuals which involve such relation* 
ships as those of the family, school, and community. 
(MR) 

Source of Funds. The agency, governmental or other- 
wise, which appropriates money used by a local school 
or LEA. (IIR) 

Special Cost Center. A dimension for accumulating 
additional details on costs of a segment of an existing 
cost center or for accumulating costs of a temporary 
program or project for evaluative purposes. See also 
CostCenter. (IIR) 

Special Education. Direct instructional activities de* 
signed primarily to deal with students who are (1) 
physically handicapped, (2) emotionally disturbed, (3) 
culturally different (or who need compensatory edu- 
cation), (4) mentally retarded, and (5) mentally gifted 
and talented. It may involve preprlmary, elementary, 
secondary, postsecondary, or adult/continuing educa- 
tion. (IIR) 

Staff Accounting. Services rendered in connection with 
the systematic recording, filing, and storing of informa- 
tion related to staff members employed by the LEA. 
(MR) 

Staff Member. A person whose relationship with the 
LEA meets the following criteria: 

• Performs activities or provides services for the 
LEA, under the direction or control of the 
agency's governing authority, for compensation 
or on a volunteer basis. 



• Is coni&idered as an employee for the purpose of 
workmen's compensation, the Federal Insrance 
Contribution Act, and wage or salary tax with- 
holdings. (VMM) 

Staff Member, Full-Time. See Full-Time Staff Member. 

Staff Member, Part-Time. See Part-Time Staff Member. 

Staff Retention Rate. The rate, expressed as a percent- 
age, at which employees of an LEA remain employed 
from one period of time to the next, such as from year 
to year. (IVM) 

Stuff Separation Rate. The rate, expressed as a percent- 
age, at which employees leave the employment of an 
LEA during a period of time, usually a year. (I VM) 

Staff Member-Pupil Ratio. A fraction attained by 
dividing the number of pupils in membership by the 
number representing the full-time equivalency of staff 
members involved in any particular activity or group of 
activities as of a particular date. (See chapter 6 for 
more details regarding the staff-pupil measure.) 

Staff Services. The activities concerned with recruiting, 
accounting, placing, transferiag, and training staff 
employed by an LEA. (IIR) 

standard Terminoiogy. Items of information (terms), 
understood, accepted, and used nationwide, which can 
be combined, compared, and related to other terms 
and which are discrete in classification and definition. 
(VMM) 

State Aid for Education. Any grant made by a State 
government for the support of education. See also 
Public Grant (IIR) 

State Board of Education. The legally constituted body 
having the major responsibility for the general super- 
vision of elementary and secondary education in the 
State. This board may also have total or partial 
responsibility for the supervision of higher education. 
(VII) 

State Department of Education. An organization, 
composed of the chief executive officer (chief State 
school officer) and staff, that exists to conduct the 
work delegated to it by law. (VII) 



113 



Strt* Education Agency. The organization established 
by law for the primary purpose of carrying out at least 
a part of the educational responsibilities of the State. It 
is characterized by having statewide jurisdiction and 
may be composed of a State board, chief executive 
officer, and staff. Some State education agencies may 
lack one or two of these three elements, but in any 
case there must be either a board or a chief executive 
officer. The term "commission" is sometimes used 
synonymously with "board." (VII) 

State-Operatad. A term applying to any program, 
school, or other institution operated by a State agency. 



Statistical Sarvicet. Services concerned with collecting, 
organizing, summarizing, analyzing, and disseminating 
educational data pertinent to various educational in- 
terests, including pupils, staff, instruction, facilities, 
and finance. (MR) 

Student. See Pupil. 

Student-Body Activitiet. Direct and personal services 
for public school pupils, such as interscholastic ath- 
letics, entertainmunt, publications, clubs, band, and 
orchestra, that are managed or operated generally by 
the student body under the guidance and direction of 
adults or a staff member, and which are not part of the 
regular instructional program. See Cocurrieular Activi- 
ties. (VIM) 

Student Teaching. Teaching performed under the 
supervision of a certificated teacher as part of a 
formalized higher education program of teacher prepa- 
ration. 

Subfunction. A major division of an LEA's operation 
consisting of activities which, regardless of their nature, 
have the same general operational objective. It is the 
second level of "function." 

Subject An organizaed body of knowledge which is 
more comoreher.sive than a course but less comprehen- 
sive titan a subject-matter area. (VI) 

Subject Matter. A body of factt, understanding, proc- 
esses, skills, values, and appreciation related to a 
specific aspect of human activity and experience. 
Subject matter includes the accumulated knowledge, 
skills, appreciations, and attitudes comprising the 
substance of any subject-matter area. (VI) 



Subjaet-Mattar Area. A grouping of related subjects or 
units of subject matter under a heading such as English, 
(language arts), foreign languages, art, music, natural 
sciences, industrial arts, home economics, or agricul- 
ture. (VI) 

Summer School. The name usually applied to the 
school session carried on during the period between the 
end of the regular school term and the beginning of the 
next regular school term. (MR) 

Summer Term-Day. A division of the school yaar 
which usually begins in June and ends in August, 
during which pupils attend day sessions. (IIR) 

Summer Tarm-Evanlng. A division of the school year 
which usually begins in June and ends in August, 
during which pupils attend evening sessions. (IIR) 

Supervlsori of Instruction. Staff members who have 
specialized knowledge and skills in the area of curricu- 
lum and instruction and who provide infromation and 
guidance to other staff members to improve instruc- 
tion. 

Supply. A material item of an expendable nature that 
is consumed, worn out, deteriorated in use, or that 
loses its identity through fabrication or incorporation 
into a different or more complex unit or substance. 
(VII) 

Support Servieai. Activities which provide administra- 
tive, technical, and logistical support to a program. 
"Support services" exist to sustain and anhance tha 
fulfillment of the objectives of other major functions. 
(IIR) 

Systems Analysis. Activities involving the search for an 
evaluation of alternatives which are relevant to defined 
objectives, based on judgment, end wherever possible, 
on quantitative methods. The term also applies to the de- 
velopment of data procauing procedures or their appli- 
cation to electronic data processing equipment. (VIIM) 

Syitemwldfl. Extending or applying to all of tha 
schools in an LEA or to all of the schools where the 
activities apply. (IIR) 

T 

Tax Aisattmant and Collaetlon. Activities concerned 
with assigning and recording equitable values to real 
and personal property, assigning a millage rate (dollars 
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yield per thousand dollars), and receiving yield in a 
oentril office. (II R) 

Teioher. A person who instructt students. (MR) 

Teeeher Aide. A person who assists a teacher with 
routine activities associated with teaching and with 
those activities requiring minor decisions regarding 
itudents, such as monitoring, conducting rote exer- 
cises, operating equipment, and clerking. (lIRM) 

Teichina Aiiittant. A person who performs the day-to- 
day activi-ies of teaching students under the super- 
vision of a teacher. The teaching assistant does not 
mal(e any diagnostic or long-range evaluative decisions 
regarding students taught. The person may or may not 
be certificated but has completed at least 2 years of 
formal education preparatory for teaching or the 
equivalent in experience or training. 

Teiohing Intam. A person who instructs students 
without having fulfilled all the requirements for a 
professional in the teaching field. This person usually 
has a professional level of competence in a field other 
than education and is allowed to teach while obtaining 
the necessary knowledge and skills in education and/or 
educational psychology. 

Taehntcai. A term denoting a level of knowledge and 
skill possessed by an individual or required of an 
individual to perform an assignment. The level of skill 
is attained through education and training usually in- 
eluding, at a minimum, the attainment of an associate 
degree (or its equivalent obtained through special study 
and/or experience). 

Taehnlcal Staff Member. A staff member who possesses 
the knowledge and skills of a technician (technical level 
competencies) and performs activites for the LEA 
which require this level of expertise for satisfactory 
completion. 

Taehnieal Edueation. That body cf knowledge or- 
ganized in a planned sequence of classroom and 
laboratory experiences, usually at the post- 
lecondary level, designed to prepare pupils for a 
cluster of iob opportunities in a specialized field of 
technology. The program of instruction normally 
Includes the study of the underlying sciences and 
supporting mathematics inherent in a technology, 
as well as the methods, skills, materials, and pio- 
CNses used and the services performed. Technical 



education prepares the student for the occu- 
pational area between the skilled crafts and the 
professions. (VIM) 

Temporary Salaries. Full-time, part-time, and pro- 
rated portions of the gross wages for work by 
employees of the I.EA who are hired on a tem- 
porary or substitute basis to perform work in 
positions of either temporary or permanent nature. 
(lIRM) 

Term. A prescribed span of time when school is open 
and the pupils are under the guidance and direction of 
teachers. (MR) 

Textbooks. Books obtained primarily for use in certain 
classes, grades, or other particular student groups 
rather than for general school use. (VII) 

Transfer Pupil. A pupil who severs his connection with 
a class, grade, or school in order to transfer to another 
cla&r, grade, or school. This includes pupils who 
transfer or are promoted from an elementary school to 
a secondary school or from a junior high school to a 
senior school. (VR) 

Travel Expanses. Costs for transportation, meals, hotel, 
and other expenses associated with traveling on busi- 
ness for the LEA. Payments for par dlam in lieu of 
reimbursements for subsistence (room and board) also 
are included. (lIRM) 

Tuition. Money charged by an LEA or educational 
institution for a period of time, not including special 
charges as for books and laboratory fees. (MR) 

Tuition Student. A pupil for whom tuition is paid. 
(IIR) 

Two-Year Branch College. A division of an institution 
of higher educetion which offers the first 2 years of 
college instruction and which is located in a com- 
munity different from that of its parent institution and 
beyond a reasonable commuting distance from the 
main campus of the parent institution. (VI) 

Two-Year Technical Institute. An institution offering 
instruction primarily in one or more of the technol- 
ogies at the postsecondary instructional level. (VI) 

U 

Unit Cost. Expenditures for a function, activity, or 
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•ervica divided by the total number of units for which 
the function, activity, or service was provided. (IIIM) 

Unit of MtMura. A combination of statistical elements 
in education usually expressed in ratios, such as pupils 
par teacher, square feet per pupil, cost per pupil, cost 
•ffectivenets ratio. 

Ungraded School. A school which has no grade 
designations or grade level standards. In such a school 
pupils are reclassifed frequently according to individual 
progress. Aspects of subject matter taught are designed 
for the various abilities of individual pupils. Fre- 
quently, provision is made for independent study and 
research by pupils as well as for permissive self- 
selection of problems and materials. Achievement 
itandards vary with the rate of learning for different 
pupils and pupil advancement can occur at any time. 
(VR) 

Unit of inetruction. A major subdivision of instruction 
within a course or within an aspect of subject-matter 
content provided for a group of pupils such as a 
self-contained class. Generally composed of several 
topics, a unit of instruction includes content and 
learning experiences developed around a central focus, 
such as a limited scope of subject matter, a central 
problem, one or more related concepts, one or more 
related skills, or a combination of these. (VR) 

V 

Vahielai. A conveyance used to transport persons or 
objects. (IIIM) 

Visiting Ttaeher (Homa^ool Counselor). A person 
who visits pupils and parents in the home, assisting the 
school and the home in solving the personal adjustment 
problems of pupils. See Soc/«/ Work, (i VM) 

Vooational or Trade High School. A secondary school 
which is separately organized under an administrator 
(such as a principal) for the purpose of offering 
training in one or more skilled or semiskilled trades or 
occupations. Such a school may or may not receive 
Federal aid. Departments of other types of high 
schools which offer commercial, agricultural, home 
economies, industrial arts, and other applied art 
oourset would not be considered as separately organ- 
ited vooational high schools. (II) 



Vocational and/or Taehnieal School. A school which is 
separately organized under the direction and manage- 
ment of an administrator (such as a principal) for the 
primary purpose of offering education and training in 
one or more semiskilled, skilled, or technical occupa- 
tions. (VIM) 

Voluntewad Services. Services provided an LEA with- 
out compensation to the provider. 

Voucher. A document which authorizes the payment 
of money and usually indicates the accounu to be 
charged. (II) 

Voucher System. A system which calls for the prepara- 
tion of vouchers for transactions involving payments 
and for the recording of such vouchers in a special 
book or original entry, known as a voucher register, in 
the order in which payment is approved. (II) 

W 

Welfare Activities. Activities of providing for personal 
needs of indigent persons and for services in connec- 
tion with disaster relief. (lIRM) 

Withholding. The process of deducting from a salary or 
wage payment an amount, specified by law or regula- 
tion, representing the estin.jted Federal or State 
income tax of the individuel that the employer pays to 
the taxing authority. (MR) 

Withholding Taxet. See Withholding. 

Work Order. A written order authorizing and directing 
the performance of a certain task, issued to the person 
who is to direct the work. Among the types of informa- 
tion shown on the order are the nature and location of 
the job. specifications of the work to be perf omied. and 
a job number which is referred to in reporting the 
amount of labor, materials, and equipment used. (lIRM) 

Work-Study Program. A school program designed to 
provide employment for students who could not 
continue in school without the financial support 
provided through a job. The employment may or may 
not be currhsulum>related. {Coop»ntlv§ prognmi 
provide work experiences specifically related to the 
student's instructional program. The student's on-the- 
job training is an integral part of hi: total school 
curriculum.) (VII) 
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Appendix D 
AFTERWORD 



This handbook has been developed through a cooperative process. The U.S. Office of 
Education, through a contract with a management consultant and accounting firm, has 
consulted with Federal, State, and local education managers and representatives of the 
educational community throughout the Nation in producing a staff handbook which will 
assist program managers in making day-to-day and long-range decisions. The first stage of 
preparation consisted of researching the literature on staff manuals and interviewing 
personnel in the Office of Education and other Federal agencies regarding information and 
data elements needed in making decisions about staff members. 

Preliminary information and data elemente were taken for review and counsel to State 
and local education managers and officials in conferences in several States. Conferences 
were held in State education agency offices with certification, accreditation, and systems 
officers, and with invited LEA superintendents and personnel administrators. LEA 
conferences were held with personnel administrators, systems managers, and school 
administrators. In each setting, the data elements in existence in each agency and those 
derived from preliminary research efforts were analyzed. 

A more detailed analysis followed to review the results of these conferences in terms of 
a possible structure to meet the needs expressed without developing a specific data 
subsystem. This was in keeping with the objective of categorizing data elements for system 
building without specifically designating a system. Special emphasis was given to linkages 
to the other OE handbooks and their related subsystems. 

A National Review Committee was created, composed of members designated by the 
executive secretaries of 12 national associations, listed in appendix E, to represent their 
respective groups. (The associations had been chosen by the Office of Education to 
represent various segments of the educational community.) The first meeting was held on 
December 14, 1971 to review the purposes, philosophies, and structure of the handbook 
and to make recommendations for improvement. The basic structure, the general concept, 
and the proposed outline of the new handbook were approved at that meeting. 

After changes and revisions were made, a substantially complete first draft was 
submitted to this same committee on March 22-23, 1972. During this meeting, the draft 
was reviewed page by page for any suggestions and improvements to the manual that the 
members might want to make by changing, adding, or deleting. A second draft vims the 
result of this National Review Committee meeting. 

The next step in the development of the handbook was a series of two-day conferences 
held in May and June 1972 in the 10 U.S. Department of Health, Education, and Welfare 
regions. The conferees selected to attend consisted of members of the 1 2 organizations 
which participated in the earlier stages of the handbook's revision. Each organization 
selected a delegate from each State. The National Review Committee members were also 

invited. ^ - e 1 

The regional conferences were conducted in Kansas City, Denver, San Francisco, 
Seattle, New York, Boston, Chicago, Philadelphia, Dallas, and Atlanta, in this order. The 
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third draft of the handbook resulted from the suggestions and changes made at these 
regional meetings. A third meeting of the National Review Committee was held on 
September 27-28, 1972, to review carefully all details of the third draft of the handbook. 

Based upon this meeting of the National Review Committee, a fourth and final draft 
was prepared, incorporating all agreed-upon changes and improvements. This fourth draft, 
approved by the project monitor, was delivered to the Educational Data Standards Branch, 
U.S. Office of Education, in December 1972. 
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Association of Classroom Teaehert 

Ridgewood, N J. 07451 



Mr. Dean P. Talagan (8) 

Assistant Superintendent for Instructional Services 
Wyoming Department of Education 
Cheyenne, Wyo. 82001 



ASSOCIATION FOR SUPERVISION 
AND CURRICULUM DEVELOPMENT 

Dr. Neil P. Atkins 
Executive Secretary 
1 201 Sixteenth Street, N.W. 
Washington. D.C. 20036 

Dr. James R. Ogletree (NRC) 

Department of Administration and Supervision 

College of Education 

University of Kentucky 

Lexington, Ky. 40506 



ASSOCIATION OF CLASSROOM 
TEACHERS 

Miss Margaret Stevenson 
Executive Secretary 
1 201 Sixteenth Street, N.W. 
Washington, D.C. 20036 

Mrs. Ruth Miller (NRC) 
Blalrsville High School 
Blairsville, Pa. 15717 

Mrs. Carol Coe (10) 

North Shore Education Association 

Seattle, Wash. 98177 

Mr. James H. KIrkham (7) 
North Kansas City Public Schools 
Kansas City, Mo. 64116 



ASSOCIATION OF SCHOOL BUtlNftt 
OFFICIALS 

Dr. Charles W. Foster 
Executive Secretary 
2424 W. Lawrence Avenue 
Chicago, III. 60625 

Mr. John Lucas (NRC) 
Assistant Superintendent of Buiintn 
Kettering City School District 
Kettering, Ohio 45429 
(Vice President, Association of School Butlnm 
Officials) 

Mr. Melvin D. Collart (10) 
Supervisor of School 

Financial Services 
Office of State SuperinterKlant 

or Instruction 
Olympia,Wash. 98501 

Mr. W. M. Dalehite (4) 
Assistant Superintendent 
Jackson Municipal School Diitriet 
Jackson, Miss. 39205 

Mr. Dale Douglas (6) 
Director of Budget 

Richardson Independent School District 
Richardson, Tex. 75080 

Mr. Allen F.Dye 

Business Manager 

Evanston Township High School 

Evanston, III. 60204 

Mr. Joseph F. Frey (3) 

Board of Education of Baltimort County 

Baltimore, Md. 21204 
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Mr S. A. Claim (8) 
Director of Business 
Rapid City Public Schools 
Rapid City. S.D. 57701 

Mr. Paul M. Goodfellow (6) 

Director of Finance 

Los Alamos Schools 

Los Alamos. N. Mex. 87544 

Mr. E. C. Grayson (4) 
Associate Superintendent 
Jefferson County Public Schools 
Louisville. Ky. 40218 

Dr. Harold Gulbrandson (8) 
Assistant Superintendent 
Fargo Public Schools 
Fargo. N 0. 58102 

Dr. Robert Den Hartog (7) 
Associate Superintendent for 

Business Affairs 
Lincoln Public Schools 
Lincoln. Nebr. 68510 

Mr. Robert W. Johnson (5) 
Business Manager 
Northf ield Public Schools 
Northfield. Minn. 55057 

Mr. Fred L Kenney (1) 
Assistant Superintendent for 

Business 
Windham S.E.S. Union 
Brattleboro. Vt. 05301 

Mr. Ted Klooster (5) 
Business Manager 
Munster Public Schools 
Munster. Ind. 46321 

Mr. Donn R. Layton (1) 
School Business Manager 
Bangor School Department 
Bangor. Maine 04401 

Mr. Walter C. Lee (4) 
Director of Finance 
Caddo Parish Schools 
Shreveport. La. 71130 



Mr. A. Willis Under (3) 
Director. Finance ai^d Operations 
Stanton School District 
Wilmington. Del. 19804 

Mr. James S. McAllister (9) 
Assistant Superintendent 
Phoenix Union High School System 
Phoenix. Ariz. 85006 

Mr. H. Thomas McCrpv (3) 

Comptroller 

Cabell County Schools 

Huntington. W. Va. 25709 

Mr. James D. McCullough (4) 
Assistant Superintendent 
Chattanooga Public Schools 
Chattanooga, Tenn. 37409 

Mrs. Linford F. Moyer (3) 
Assistant Superintendent for Business 
Pottstown Sciiool District 
Pottstown. Pa. 19464 

Mrs. Esther Nelson (8) 
Director of business Services 
Bozeman Public Schools 
Bozeman. Mont. 5971 5 

Mr. Richard A. Oakes (1) 
Senior Supervisor, Office of 

Chief Management Services 
Division of Occupational Education 
Massachusetts Department of Education 
Boston. Mass. 02111 

Mr. James W.Porter (9) 
Fiscal Officer 

San Francisco Unified School District 
San Francisco, Calif . 94102 

Mr. Charles L. Pruett (4) 
Director, Systems and Data Processing 
Fulton County Schools 
Atlanta, Ga. 30315 

Mr. Gerald Robinson (7) 
Director of Administrative Services 
Des Moines Public Schools 
Des Moines, Iowa 50307 
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Mr. Wayne Warner (7) 
Director of Business Affairs 
Topeka Public Schools 
Topeka, Kans. 66603 

Mr. James C. Warren (9) 
Senior Systems Analyst 
San Francisco Unified School Distr 
San Francisco, Calif. 94102 

Mr. Sidney C. Werner {8) 
Assistant Superintendent of Budget ano inance 
Wyoming Department of Education 
Cheyenne, Wyo. 82001 



COUNCIL OF CHIEF STATE 
SCHOOL OFFICERS 

Dr. Bryon Hansford (NRC) 
Executive Secretary 
1201 Sixteenth Street, N.W. 
Washington, D.C. 20036 

Mr. Donald E. Russell (NRC) 
Administrator, Education 

Information Unit 
Wisconsin Department of Public Instruction 
Madison, Wis. 53702 

Mr.AlvinBies (8) 
Assistant Director of Statistical 
Services 

South Dakota Department of Public 

Instruction 
Pierre, S. Dak. 57501 

Mr. Harold Bills (2) 
Director of School Finance and Auditing 
New Jersey Department of Education 
Trenton, N.J. 08608 

Mr. Fred Bradshaw (5) 

Director of Financf> and Claims 

Office of Superintendent of Public Instruction 

Springfield, III. 62706 

MnJ. E. Bred (6) 
EDP Consultant 
Texas Education Agency 
Austin, Tex* 78701 



Mr. Denny Costerison (5) 
Systems Analyst 

Indiana Department of Education 
Indianapolis, Ind. 46204 

Mr. Henry J. D'Aloisio (1) 
Personnel Officer 

Rhode Island Department of Education 
Providence, R.I. 02908 

Mr. Don Darling (4) 
Consultant, Pupil Personnel 

(Secondary Guidance) 
Florida Department of Education 
Tallahassee, Fla. 32304 

Mr. Tom Deering (10) 
Administrative Assistant 
State Office of Public Instruction 
Olympia, Wash. 98504 

Ml. Dale M. Dennis (7) 
Director of Statistical Services 
Kansas Department of Education 
Topeka, Kans. 6661 2 

Mr. Harold Duane (4) 
Assistant Director, Statistical Services 
Kentucky Department of Education 
Frankfort, Ky. 40601 

Mr. Dale R. Elliot (1) 
Director, Data Processing 
Division of Management Information 
Maine Department of Education 
Augusta, Maine 04330 

Mr. W.E.Ellis (4) 
Director, Research 

South Carolina Department of Education 
Columbia, S.C. 29201 

Mr. Robert K Fay (1) 
Consultant, Educational Information 
New Hampshire Department of Education 
Concord, N.H. 03301 

Mr. George Hogan (9) 
Administrative Specialist 
California Department of Education 
Sacramento, Calif. 95814 
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Mr. Robert R. Joyce (1) 
Supervisor of Statistical Services 
Rhode Island Department of Education 
Providence. R.I. 02908 

Miss Ruby Keene (1) 

Data Collection Supervisor, Management Information 
Maine Department of Education 
Augusta. Maine 04330 

Mr. Alan W. Kingston (5) 
Assistant State Superintendent 
Wisconsin Department of Public Instruction 
Madison, Wis. 53702 

Mr. R. T. Lewis, Jr. (3) 
Systems Analyst 

Virginia Department of Education 
Richmond. Va. 23219 

Mr. Donald Lillrose (5) 
Personnel Director 
Michigan Department of Education 
Lansing. Mich. 48902 

Mr. Arthur J. McCann (1) 
Chief. Statistics and Informntion 
Vermont Department of Education 
Montpelier. Vt. 05301 

Mr. Richard K. McKay (3) 
Assistant State Superintendent of Schools 
Maryland Department of Education 
Baltimore. Md. 21201 

Dr. John A. McNamara (2) 
Associate Supervisor. Division of 

Educational Management Services 
New York State Education Department 
Albany. N.Y. 12224 

Mr. William W. Peek (4) 
Administrative Assistant to State Superintendent 
North Carolina State Education Agency 
Raleigh. N.C. 27602 

Mr. Aaron Rapking. Jr. (3) 

Assistant State Superintendent for Finance and 

Administration 
West Virginia Department of Education 
Charleston. W. Va. 25305 



Mr. John J. Ryan (3) 

Assistant Superintendent 

Delaware Department of Public Instruction 

Dover. Del. 19901 

Mr. Paul D. Sandifer (8) 
Wyoming Department of Education 
Cheyenne, Wyo. 82001 

Mr. W. A. Schindler (7) 
Deputy Assistant Commissioner 
Nebraska Department of Education 
Lincoln, Nebr. 68509 

Mr. LeoP.Turo (1) 

Director, Bureau of School Management Services 
Massachusetts Department of Education 
Woburn,Mass. 01801 

Dr. Tom T. Walker (6) 

Director of Teacher Education and Certification 
Texas Education Agency 
Austin, Tex. 78701 

Mr. John C. Williams (4) 
Director, Adult Education 
Mississippi Department of Education 
Jackson, Miss. 39205 

Mr. Frank H. Yates (4) 
Director of Research 
Tennessee Department of Education 
Nashville, Tenn. 37219 

NATIONAL ASSOCIATION OF 
ELEMENTARY SCHOOL PRINCIPALS 

Dr. William L. Pharis 
Executive Secretary 
1801 N. Moore St. 
Arlington, Va. 22209 

Mr. Fred C. Nicola (NRC) 
Principal 

Sheridan Elementary School 
Lake Forest, III. 60043 

Mr. Jonn J. Bradley (1) 
Principal 

Roger Wolcott District 
Boston, Mass. 02126 
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Mr. Ted Gary (10) 
fVincipal 

North Hill Elementary School 
Seattle^ Wash. 98148 

Dr. Glen L Hanks (7) 
Board of Education 
Kansas City, Mo. 64106 

Mr. Day Myers (8) 
Principal 

Denison Elemenf^ry School 
Denver, Colo. 80219 

NATIONAL ASSOCIATION OF SECONDARY 
SCHOOL PRINCIPALS 

Dr. Owen B. Kiernan 
Executive Secretary 
1904 Association Drive 
Reston, Va. 22091 

Mr. Cecil Redd (NRC) (6) 
Principal 

Highland Park Junior High School 
Dallas, Tex. 75205 

Mr. Donn Higley (10) 
Assistant Principal 
RednK)nd High School 
Redmond, Wash. 98052 

NATIONAL COUNCIL OF STATE DIRECTORS 
OF ADULT EDUCATION 

Mr. James H. Fling 
Chairman 

Administrator, Adult and Veterans' Education 
State Department of Education 
Tallahassee, Fla. 32304 

Mr. John R. Rosser, Jr. (NRC) 
Assistant Director, Adult Education 

and Demonstration Center 
Washington, D.C. 20004 

Mr.OiM«j.Back (4) 

Assist^r Director, Division of Adult Education 
Kentucky Department of Educatton 
Frankfort, Ky. 40601 
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Miss Mary Bodanza (1) 
Project Director, 

Adult Basic Education 
Bureau of Library Extension 
Boston, Mass. 02111 

Mr. Elmer E. Qausen (10) 
Director of Adult Education 
Office of Superintendent of Public 

Instruction 
Olympia,Wash. 98504 

Ml . William Freeman (2) 
Associate in Continuing Education 
Division of Adult/Continuing Eduction 
New York State Department of Education 
Albany, N.Y. 12224 

Mr. George L Lowe (1) 
State Coordinator for Adult Education 
Vermont Department of Education 
Montpelier, Vt. 05602 

Mr. George A. Snow (2) 
Director, Office of Adult Basic Education 
New Jersey Department of Education 
Trenton, N.J. 08625 

Mr. Lawrence V. Troiano (1) 
Coordinator, Adult Education 
Rhode island Department of Education 
Providence, RJ. 02908 

Mrs. Mary G. Turner (3) 

DireCiOr, Adult Education 

Public Schools of the District of Columbia 

Washington, D.C. 20005 



NATIONAL EDUCATION ASSOCIATION 

Dr. Glen Robertson 
Director of Research 
1201 SixtMnth Street, N.W. 
Washington, D.C. 20036 

Mr. Simeon P. Taylor (NRC) 
Assistant Director of Research 
National Education Association 
1201 Sixteenth Street, N.W. 
Washington, D.C. 20036 
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NATIONAL SCHOOL BOARDS ASSOCIATION 

Dr. Harold V. Webb 
Executive Director 
1233 Central Street 
EvanstonJII. 60201 

Mr. James Mecklenburger ( N R C) 
National School Boards Association 
State Bank Plaza 
Evanston, III. 60201 

Mr. Deloy Anderson (9) 
Administrative Assistant/Personal Services 
Washoe County School District 
Reno, Nev. 89502 

Mr. Raleigh E. Dingman (4) 
Executive Secretary 

North Carolina State School Boards Association, Inc. 
Raleigh, N.C. 27602 

Mr. S. A. Claim (B) 
Director of Business 

Associated School Boards of South Dakota 
Rapid City Public Schools 



Mrs. Lou Ellen Kleinz (9) 
Executive Secretary 
Arizona School Boards Association 
Phoenix, Ariz. 85004 

Mr. William L. Lowther (2) 
County Liaison Representative 
New Jersey School Boards Associafon 
Trenton, N.J. 08611 

Mr. Fred Maffeo (1) 
Associate Director 

Massachusetts Association of School Committees, 
Inc. 

Boston, Mass. 0210B 

Mr. Donald Magruder (4) 
Executive Director 

Florida School Boards Association, Inc. 
Tallahassee, Fla. 32301 

Miss Dorothy B. Masterson (1 ) 
Vice President 

Connecticut Association of Boards of Education 
Hartford, Conn. 06103 



Rapid City, S. Dak. 57701 

Mr. James E. Hart (7) 
Executive Secretary 
Missouri School Boards Association 
Columbia, Mo. 65201 

Mr. Gordon R. Hoffman (5) 
Assistant Director 
Ohio School Boards Association 
Columbus, Ohio 43215 

Mr. Archie R. Jordan C^) 
Director of Personnel 
Caesar Rodney School District 
Camden, Del. 19934 



Mr. Richard W. Montgomery (9) 
California School Boards Association, Inc. 
Sacramento, Calif. 95814 

Mr. William F. O'Neill (1) 
Executive Director 

Rhode Island Association of School Committees 
Warwick, R.I. 02888 

Mr. Warner R. Quale (8) 

North Dakota School Boards Association 

Bismark,N.D. 58501 

Mr. Ronald D. Wine (8) 

Colorado Association of School Boards 

Denver, Colo. 80202 
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A 

Accounting assignment, 54 
Acknowledgements, 119 
Activity assignment job classification and, 29 
Administrative assistant assignment 53 
Administrative intern assignment, 53 
Administrative staff resident sewices, 68 
Adult basic education program, 60 

Adult/continuing education programs, 32, 60 

Advanced adult education programs, 60 

Afterword, 117 

Agriculture, 71 

American association of school administrators, 120 

American association of scho^jl personnel 
administrators, 120 

American personnel and guidance association, 121 

Amount of time employed annually, 80 

Analyst assignment 54 

Annual leave, 83 

Architect assignment, 54 

Architecture and engineering services, 66 

Art, 71 

AssigniDent files, 12 
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Assistant counseling assignment 56 

Assistant/deputy/associate superintendent assignment 
53 

Assistant principal assignment 53 

Associate superintendent assignment assistant/ 
deputy, 53 

Association for supervision and curriculum 
development 122 

Association of classroom teachers, 122 

Association of school business officials, 122 

Attendance and social work senrices, 32, 61 

Attendance officer assignment 58 

Attendance services, 61 

Audiologist 

assignment 54 
senrices, 63 

Audiometrist assignment, 56 

Audiovisual services, 64 

Auditing assignment 54 

Audit services, 65 

Appendixes, 93 

Appendix 

A, 95 

B, 97 

C, 99 



D. 117 
EJ19 

Average length of service, 89 
Avocetional interests and skills, 51 
Academic awards, 47 

B 

Board of education 

member assignment, 53 
services, 33, 64 

Board 

secretary services, 64 
treasurer services, 64 

Birth 

date of, 43 
Place of , 43 

Bookkeeping assignment, 57 

Budgeting services, 66 

Building acquisition, construction, and improvement 
services, 66 

Business, 72 

c 

Care end upkeep of 

building services, 67 
equipment services, 67 
grounds services, 67 

Career development, 10, 39, 83 

needs, 40, 84 

Carpentering assignment, 57 



Citizenship status, 44 

Civic activities, 70 

Qassif ication of staff data, 25 

Clerical essignment, 57 

Cocurricular activities, 76 

Collecting assignment, tax assessing/, 53 

Community 

recreation services, 35, 70 
relations assignment, 55 
relations services, 65 
services, 70 

Computer-assisted Instruction services, 64 

Computer operating assignment, 56 

Conditions of current auignment, 10, 76 

Construction and improvement services, building 
acquisition, 66 

Construction services, facilities acquisition and, 66 

Contract dates, 80 

Contractual status, 38, 80 

Council of chief stats school officers, 124 

Counseling 

assignment, 54 
assistant, 56 
services, 62 

CrafU and trades, 31, 57 

apprenticeship assignment, 58 

Credentials, 27, 49 

Currant employment, 10, 37, 78 
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Current operating files, 12 

Curriculum development services, instruction end, 63 
Curriculum specielist assignment 54 
Custodien assignment 58 
Custody end cere of children, 70 

D 

Date of birth, 43 
Dete of eveluetion, 39 

Data 

personal, 25 
residence, 26 
health, 26 

Data processing services, 35, 70 

Degree(s) 

and certificates eerned, 46 
essociete, 47 
bachelor's, 47 
doctorate, 47 
first-professionel, 47 
honorary, 47 
master's, 47 

Dentel 

hygienist essignment, 66 
services, 62 

Dentist essignment 54 

Dependents, 44 

Deputy /associate superintendent assistant/, 53 
Description of hendbook, 3, 9 

Development 

and eveluetion services, 68 
essignment reseerch end, 55 
services, 69 



Dietitien/nutritionist essignment 54 

Differentielized curriculum for handicapped 
pupils, 75 

Directing essignment supervising/meneging/, 53 
Discherge, 41 

Disbursing funds services, receiving and, 66 
Dispatching assignment 58 
Distributive educetion, 72 
Dreft cleuif icetion, 44 

E 

Editing essignment 54 

Education 

and credentiels, 26, 46 
and experience, 9, 26, 46 
data, 26 

Educational 

institution at which degree wes earned, 47 
medie services, 33, 64 
specif icetions development services, 66 
television services, 64 

Election services, 64 

Electricien essignment 57 

Elementery progrems, 59 

Elevetor opereting essignment 58 

Eligibility for reemployment 41 

Empethy with speciel groups, 52 

Employing agency, previous, 50 

Employment 

informetion, 37 
stetus, 37, 79 
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Engineer assignment, 54 

Engineering services, architecture and, 66 

English language arts, 72 

Ethnic bacl(ground, racial/, 43 

Evaluating 
assignment, 54 

name and title of person(s), 39, 84 

Evaluation 

job performance, 97, 98 
sen/lces, 69 

sen/ices, planning, research, development and 68 
Executive administration services, 33, 65 

Experience, 28, 50 

prior education-related, 50 
prior noneducation, 51 
with present employer, 51 
related, 28, 51 

F 

Facilities acquisition and construction services, 34, 66 

Fair labor standards act, coverage under, 38, 80 

Federal income tax, 44 

Federal relations sen/ices. State and, 65 

Federal staffing reports, 22 

File(s) 

assignment, 12 

sample, 14 
current operating, 12 
payroll, 12 
permanent, 12 

sample, 13 
staff, 12 
types of, 3 

Financial accounting services, 66 



Fiscal services, 34, 65 

Food 

delivery services, 68 

preparation and dispensing services, 67 

service assignment, 58 

services, 34, 67 

Foreign language, 72 

Foreman assignment, 53 

Formal education, 46 

Full-time equivalency 

assignments, 88 
examples of, 88 
of assignment, 82 

Functions and program assignment, 9, 32, 58 

G 

General administration, support sen^ices, 33 

General elementary education and general secondary 
education, 75 

General maintenance assignment, 57 

Glossary, 99 

Graphic arts assignment, 56 
Groundskeeping assignment, 58 
Guard/watchman assignment, 58 
Guidance sen^ices, 32, 61 

H 

Handbook 

content, 1 
description, 3 
interrelationships, 3, 5, 7 
organization, 9 
rationale, 5 



use, 11 
series, 99 
structure, 3 

Health and safety in daily living, physical education, 
and recreation, 73 

Health 
data, 26 

examinations, 45 
insurance, 38, 81 
occupations education, 73 
sen/ices, 33, 62 
(staff), 69 

High school programs, 59 

Home economics, 73 

Honorary degrees, 47 

Hours of credit, 48 



I 

Identification, 43 
Immunizations, 46 

Improvement of instruction sen/ices, 33, 63 
Individual school staff report, 19 
Industrial arts, 73 

Information 

assembly, 10 
sen/ices, 35, 62, G9 
internal, 69 
public, 69 
management, 69 

Insen/ice education, 27, 48 
services, 69 

Instruction, 32, 59 

and curriculum development services, 63 



Instructional staff 

support sen/ices, 33 
training sen/ices, 63 

Inspector assignment, 56 

Insurance, 38, 81 

health, 38, 81 
life, 38,81 

Internal 

auditing services, 66 
information services, 69 
sen/ices, 34, 68 

Involuntary separation, 41 

J 

Job classification, 29 

and activity assignment, 9, 29, 52 
report, 24 

LEA sample, 24 

Job performance evaluation example, 97, 98 

Junior ROTC, 76 

K-L 

Laborer, 31, 58 

Land acquisition and development sen/ices, 66 

Layoff, 41 

LEA 
needs, 2 

report on staff, 23 

sample, 23 
staffing reports, 22 

Leave 
annual, 83 

government-requested, 83 
maternity, 83 
military, 83 
personal, 83 
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sick, 83 
status, 39, 83 
service and, 39 

Legal 

assignment 54 
name, 43 

service and, 39 

Librarian/nrtedia assignment, 54 

License 

other certificate or, 50 
teaching certificate or, 49 

Life 

enrichment programs 61 
insurance, 38, 81 

List of staff data, 25 

Location of 

assignment, 77 
current, 37 

r ' 

M 

Major, 47 

Managing/directing assignment, supervising/, 53 
Marital status, 44 
Masoning assignment, 57 
Mathematics, 73 

Means of introduction to the LEA, 79 
Mechanic assignment, 57 
Media alignment, librarian/, 54 
Medical services, 62 
Messenger assignment, 57 
Middle/junior hi{^ programs, 59 
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Military service, 43 
status, 43 

Minor, 48 

Monitoring 

assignment, 58 
services, 67 

Music, 74 

N 

Name 

and title of person(s) evaluating, 39, 84 
legal, 43 

other or maiden, 43 
National advisory committee, 119, 120 

National 

Association of 

Elementary School Principals, 125 

Secondary School Principals, 126 
Council of State Directors of Adult Education, 126 
Education Association, 126 
Guard status. Reserve or, 44 
School Boards Association, 127 

Natural sciences, 74 

Nature of assignment, 51 

Negotiating assignment, 54 

Negotiations services, staff relations and, 65 

Nonprogramed charges, 35 

Nonpublic school pupils services, 71 

Number(s) 

social security, 43 
other identification, 43 

Nursing 

assignment 
practical, 56 
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registered, 55 
services, 62 

Nutritionist assignment dietitian, 54 

0 

Occupational programs, 61 

Office 

occupations, 74 

of the principal sen/ices, 65 

of the superintendent services, 65 

Official/administrative, 29, 52 

Office/clerical, 31, 56 

Ombudsman assignment, 53 

Operating assignment, conr^puter, 56 

Operation and maintenance of plant sen/ices, 34 

Operational unit 

and location of current assignment, 37 
to which assigned, 77 

Operation and maintenance of plant sen/ices, 66 

Operations services, 70 

Operative, 31, 57 

Opthalmologist assignment, 55 

Optometrist assignment, 55 

Organization of handbook, 9 

Organizational memberships, 52 

P 

Painting assignment, 67 

Payroll 

file, 12 

sample of, 16 
services, 66 



Permanent file, 12 

Personal and health information, 9, 43 

Personal data, 43 
list of, 25 

Personal 

injuries, 46 
leave, 83 

Person to be notified in case of emergency, 45 

Personnel assignment, 55 

Physical disabilities or limitations, 46 

Physician assignment, 55 

Placement senrices, 62 
recruitment and, 60 

Place of birth, 43 

Planning 

assignment 55 

research, development and evaluation sen^ices, 68 
services, 60 

Plastering assignment 67 

Plumbing assignment 57 

Positions to which staff nnember could be 
transferred, 30, 84 

Practic al nursing auignment 66 

Preparatory, postsecondary 

education programs, 50 
employment programs, 60 

Previous employing agency, 50 

Principal aseignment 53 
aaaistant, 53 

Principal services, office of the, 66 



PrlntinUi publishing, and duplicating services, 68 
Prior education-related experience, 50 
Prior noneducation experience, 51 

Professional, 110 

—educational, 29, 53 
-other, 29, 54 

Programing 

assignment, 56 
services, 70 

Program! s) 

for pupils with learning disabilities, 60 
for the 

emotionally disturbed, 60 

culturally different, 60 

gifted and talented, 60 

mentally retarded, 60 

physically handicapped, 60 
structure, 6 

Property accounting sen/ices, 66 

Public/community relations assignment, 55 

Pupil accounting sen/ices, 61 

Pupil 

appraisal sen/ Ices, 62 
transportation sen/ices, 34, 56 

Purchasing 

agent assignment, 56 
sen/ices, 68 

Public library sen/ices, 70 

Psychiatrist assignment, 55 

Psychological 

counseling sen/ices, 63 
sen/ices, 33, 62 
testing services, 63 

Psychologist assignment, 55 



Psychometrlst assignment, 56 
Psychotherapy sen/Ices, 63 

Q 

Quality of performance, 39 

R 

Racial/ethnic background, 43 
Rationale of handbook, 5 

Ratios 

staff, 90 
staff-to-staff, 90 
staff-to-pupils, 91 

Readiness for assignment of greater responsibility, 40, 
84 

Reason for separation, 40 
Receiving and disbursing funds sen/ices, 66 
Recruitment and placement services, 69 
Records maintenance sen/ices, 62 
Records managing assignment, 57 
Regional conferees, 120 
Registered nursing assignment, 55 
Registrar assignment, 55 
Regular programs, 32, 59 
Related experience, 28, 51 
Remedial specialist assignment, 54 
Report on staff, LEA, 23 

Research 

and development autgnment, 55 

development, and evaluation sen^ices, planning, 68 

services, 69 



Reserve or National Guard status, 44 



Security services, 67 



Residence, 45 
data, 26 

Residential housing services, 34, 68 

Resource mix per pupil, 92 

Retirement, 39, 82 
program, 39, 82 

Retraining in new occupation programs, 61 

s 

Results of 

evaluation 39, 83 
health examination, 45 

S 

Safety and driver education, 76 

Salary, 89 

average annual, 89 
average contract, 89 
or wage, 38, 80 

Sample 

assignment file, 14 
payroll file, 13 

promotion and internal transfer process, 15 

school report, 21 

separation process, 19, 20 

staff administrative process, 15 

staff promotion process, 17 

staffing report, 19 

teacher employment process, 15, 18 

Schedule for current assignment, 37, 78 

School administration support services, 33 

School library services, 64 

School report, sample, 21 

Scope and timing of current assignment, 36 
Scope of current assignment, 36, 76 



Separation, 10, 40, 85 
by death, 85 

by mutual agreement, 85 
by retirement, 85 
involuntary, 85 
types of, 40, 85 
voluntary, 85 

Service 

and leave status, 39 
status, 39 

current, 82 
work, 31, 58 

Sex, 43 
Sick leave, 83 

Social scierKes/social studies, 74 
Social security number, 43 

Social work 

assignment, 55 
services, 61 

Staff 

administrative processes, 15 
administrative services, 68 
accounting services, 69 
and Federal relations services, 65 
assignment workload, 37, 78 
counts, 87 

data, classification of , 25 
data, list of, 25 
files, 11, 12 
member, definition, 11 
quantitative units, 87 
rates, 89 
ratios, 90 

relations and negotiating services, 65 
retention rate, 90 
residence services, 68 
services, 35, 69 
separation, 90 
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Staffing reports 

LEA. 22 
Federal. 22 
sample, 19 

Staff-to-staff ratios. 90. 91 

Statistical 

analysis services. 70 
reporting services. 70 
services. 35. 69 

Statistician auignment. 55 

Stores handling assignments. 58 

Structure of handboolc. 3 

Student residence services. 68 

Student-teaching assignment. 56 

Subject matter area. 10. 35. 71 

Superintendent assignment. 53 

Superintendent services, office of the. 65 

Supervising/managing/directing assignment. 53 

Support services. 61 

business. 34. 65 
central. 34. 68 

general administration. 33. 64 
instructional staff. 33. 63 

pupil. 32. 61 

school administration. 33. 65 
Supporting services. 32 
Special interest programs. 61 
Special programs. 32. 60 
Speech pathology services. 63 
Systems analysis services. 70 



T 

Tax 

assessing/collecting assignment. 53 
asseument and collection services. 65 
infonmation. 44 

Teacher employment process. 1 5 

Teaching aide assignment 57 

Therapist assignment. 55 

Teaching 

assignment. 54 
assistant assignment 56 
certificate, 49 
fields authorized. 50 
intern assignment 56 

Technical. 30, 55 
education. 74 

Time of employment 37. 79 

Timing of current assignment 36. 77 

Trade and industrial occupations. 75 

Travel. 51 

Type of 

files. 3 
degrees. 47 
discharge. 43 
separation. 40 

U 

Unit(s) of 

measure. 4. 87 

work. 78 

Upgrading in current occupation programs. 61 
U.S. citizen. 44 



ERiC 
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V 

Vthifito 

optrttint MilgnnMnt, 68 

roaration nrvioM, 67 

MTvidng and miintinince services, 67 

W 

Wa|t.Mliryor.38 



Warehousing and distributing sen/ices, 68 
Watchman auignment, guard, 68 
Welfare activities, 71 

XYZ 



ERIC 
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